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PREFACE 



The 19o8 Vocational Education Amendments called attention to the 
need for innovative programs in education that would help students bridge 
the gap between school and work. In response to this legislation the 
State Board for Vocational Education in cooperation with the Department 
of Public Instruction, the Bismarck Public School District, and others 
have initiated a developmental program in Career Education* This program 
has been developed and field tested in the Bismarck District and other 
scncols that have asked to become involved during 1970 - 1973. 

The following materials have been compiled by the staff of North 
Dakota's Exemplary Career Education Program with the assistance of many 
individuals and groups. The contents are designed as ideas that could 
be used to develop various Career Education concepts and objectives. 
The activities are to be integrated into your existing curriculum, 
sequenced, and adapted to meet the needs of all people involved in 
education at the local school. 
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PURPOSE OF THIS GUIDELINE 

The Career Kducation reference material included in this guideline 
repie5>c'nL5> inforniatioa that will be helpful to Leachors in achieving the 
goals of a Career Education program. 

The guide provides a flexible framework to provide experiences 
that will support the learning principles needed to attain the required 
knowledge, attitudes and skills essential to productive living. Within 
this flexibility, there is no planned sequence of study in this guide. 
The needs of the students, the involvement in the world of work and the 
classroom facilities should set the stage for the selection of resource. 

units to be utilized. 

This guide does not provide a framework for a separate unit on 
careers. Rather, it is expected that learning experiences from the guide 
will be incorporated into existing units of instruction. 

This guide is organized around 16 major objectives. To achieve these 
objectives the activities include expected student behavior and suggested 
learning experiences. Teachers are encouraged to add other goals and 
learning experiences which they have found successful. 

The Career Education activities in this guide have been organized 
in the Table of Contents as they relate to the elements of the Career 
Education Program. With this structure, the teacher has a ready reference 
for the selection of an activity appropriate for working with that element. 
In using the activities, the classroom teacher should make special note of 
the format as it applies to the student and teacher needs. Provisions have 
been made for a broad objective and supportive techniques. Also, suggested 
resources have been listed to help the teacher and student work out a plan 
of study. It is not intended that the teacher be limited to the activity 
as presented. Rather, it is to be thought of as a point of departure in 
^ accomplishing the desired objectives. 
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DKF IN IT ION Jjl-^i U-LR i::DUC AT ION 



"Career Lducation represents the tutal effort of public education 
and the comnmnity tt» help ail individuals become familiar with the value 
of a wurk oriented society, to integrate those values into their personal 
vaiue structure, and to implement those values in their lives in ways 
tliat make work possible, meaningful, and satisfying to each individual." 
Dr. Kennetii Hoyt 

Ctireer Education is an integral part of education. It is a concept 
that includes as its main tiirust the preparation of all students for a 
successful life of work by increasing their options tor occupational 
choice and attainment of job skills, and by enhancing learning achieve- 
ment in all subject matter areas. Career Education is a series of growth 
experiences which begins in the home and continues at the pre-school and 
elementary. Junior high and senior high, post-secondary and adult levels 
of education. Emphasis is placed on career awareness, orientation and 
exploration of the world of work, decision-making relative to additional 
education, preparation for employment, and understanding the interrelation- 
ship between a career and one's life style. It provides purposefully 
planned and meaningfully taught experiences which contribute to self- 
development as it relates to various career patterns. Career Education 
trails ttir .1 total effort of the home, school and community to lieip all 
individuals become familiar with the values of a work oriented society, 
to integrate these values in their lives in a way that work becomes useful, 
meaningful and satisfying* 



;>. C\> .'-.N PHiLOSOFiiY 



, t >:.aarv 



... ' , . i<.J !. >-■.-' •..'•■«.•. -'f cr.e ::.-.jiv;a-;a! vn i cr. oc.urs 

I'-'i, soci.i. .•tnu: ■; .::.-.!, • . i - . ). . La> i ..e.u.rui pcr««r.iL dc-elopiiient . Ail 

laccLb o: iiviJ i.: ao.'C'LopuienL .Kc- .r.ce^racud Wxth each otiier in a liLe- 

I uu. .!! u.o ..■J-c.n..-.i.-v s-(iooi pro/idos tor broad based 

oc.-uprii. a.a c-xpi.-v.a.n iaauJin.- ria^jsrooni, :;iiop, laboratory and i itild 
I'Xper i^'svi.'., in i vjric'," ; ucci.pj 1 1 u-.a i areas. 

it i- de-..;^..... L .--.Srict. b„.,.:;uury s!:udirn_.^. tnru-ugii an interdisci- 
r.iucirv ^^;.ro..c!i. nor-.^ r..£-..si... plan for their own careers. The 

■ ciiv: li-s' sMovido r..r icrther d.-.-...>-: rreni oi self-concept, sel t-appraisal 
^: .)cii:civ;<. iP.'.-,:-s s ar.c upt i -u^c^ ; undars Landing of oducaUon avenues; 

11 : . . >•., -. > -.d values of work and an awareness of the 

liun.-^ i .>!i-r.uii in;; ur .H-f.-.s . 

Hi. Ji-. isi.-n-nu. .in>- . -o .sri Is I'l iiipo'-tanL iaooL o" career deveiopment 
.,1 '.lu - iJaiv ;ev-'.. Ihe i:.JJv:ii .relics iie.iviiv on pre-higii sciiool 
. --.i...' ioiKf^ !-ei<.Ljn^ I.' awareness;- .ac ..-liploraLicn exprr i .-nces ut the 
iiii-.i- . Ju.- ; ..I -■.'.!•.•.; ..•ducaci .)n ... I ivi ( ies on tiie .-lemenLary level. 

li.. . ion- tTu 4. pro.;e.sy Is nut a "une slioi" deal but rauiu.-r an 
cud rosuU xu.iv - -peri ences lar. u^huut the iil-Linie oi an Individual. 
Wiu-Che-- ur .i.-t Ju,- uc-cielun w.;i be a reaJisLic one for the individual 
duoend:- ;.,w- n. .-■-ee.- : In ruLaUen to Lhc l.oLal picture. There- 

lore, .areer education i.ace=>.-,ar 11 y b-^cor.ies a lifetime process since 
decisions arc constantly btiing maUe by the individual. 

i--ducaLionaI cur r icuiuvj ana olr-.er experience asually consider the 
ohysLcai, e..uli<^nai, intei i ocuai , md ge-ierai educational development 
but .,nies^> c.^i:icidont...l. tail to ..^nsici.-r che other aspect of career 
.•ducatJon in tne overall eaucatiunai process. In light of this void m 
the curriculuir., activities or experiences must be provided each student 
bv the cLassroon: teacher. No one indiviuual or department in the school 
systi-ni can achieve the desired go. il^ alone. 

.Manv of die activities provide an opportunity for die students to 
visit the ba-.inLS.s co::im'.ini tv and observe workers on the job at all levels, 
includiiiR sei:ii-ski Hcd, jkilJed, tedinical, and professional occupations. 
Students will interview workers to I-arn their re.spective feelings about 
dieir occupation, die educational rec.uirements , work settings, benefits, 
work hours, and job ciiaracterist ics relative to .self-characteristics. 

liic second irv student mast be cognizant of the options before him and 
throuj'h classrooii. -r subject a:attt:. related e.Kperience be reminded of the 
r-sources, boU. jnteiJectual and materialistic, fromwiiich he can draw m 
vakinv a r.Mlisti. decision; ae ir.nt,t be equipped to deal with the decision 
a, ,t"a:^e.^^ l.i^ ii.luru; o. ■ - w t'-c". ■ ...'.i-- necessary adjustments demanded 
by his cnvironnent; in g'-Pcr'J begin pi^nning and preparing for adult 
1 ivlng- 
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SPECIF IC S K CONDARY OBJECTIVES 



io tUMtf ht-n -awareness ul students* intcrcsLs, abilities and 
aptitudes. 

To help students set realistic goals in light of knowledge about 
tliemse Ives . 

io relate that technology affects the number and types of careers 
and to illustrate the interdependency of workers. 

To acquaint students witli tiie various aspects of community job 
resources, job hunting, applying, interviewing and securing 
employment . 

To sliow a relationship between school subjects and opportunities 
tliat exist tliroughout life. 

To familiarize students with sources and uses ot occupational 
materials in the library and/or counselor's office. 

To become aware ol employment trends and outlooks, employer- 
employee reiationsips and the distribution and mobility of 
employed persons. 

i'o investigate projected needs for various workers and the career 
patterns involved with these workers. 

To acquaint students with the basic economics, budgeting, and tlie 
importance of fringe benefits when considering employment. 

To acquaint students wifh labor unions, apprenticeship programs, 
and journeyman programs. 

To expose students to a full range of occupational opportunities. 

To understand goals, values, and aspirations and liow they relate 
to the clioice of a career. 

To develi)p basic problem-solving tecliniques. 

To acquaint students with the need for continuing educafon. 

To help students make a realistic choica of post-secondary plans. 

To help students make the necessary adjustments for adult living. 
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s_u^i^ uRY OF career edu c ation objectives 



PREPARE FOR MAKING CAREER DECISIONS 

A. Know own cliaracteristics relevant to career decisions. 
Ji^ Know tlie characteristics and requirement of different 
careers and occupations. 

C. Relate own personal characteristics to occupational 
requirements. 

D. Plan for career education or change. 

IMPROVE CAREER AND OCCUPATIONAL CAPABILITIES 

POSSESS SKILLS THAT ARE GENERALLY USEFUL IN THE WORLD OF WORK 

A. Have generally useful numerical skills. 

B. Have generally useful communication skills. 

C. Have generally useful manual-processing and decision- 
making skills. 

D. Have generally useful interpersonal skills. 

E. Have employment-seeking skills. 

PRACTICE EFFECTIVE WORK HABITS 

A. Assume responsibility for own behavior. 

B. Plan work. 

C. Use initiative and ingenuity to fulfill responsibilities. 

D. Adapt to varied conditions. 

E. Maintain good health and grooming. 

HAVE POSITIVE ATTITUDES TOWARD WORK 

A^ Recognize the basis of various attitudes toward work* 

B. Hold competence and excellence in high regard. 

C. Seek personal fulfillment through own achievements. 

D. Value work in terms of societal goals. 

E. Pride in work improves quality. 

HiWE A POSITIVE IMAGE OF SELF 

A. Understand feelings toward myself and otliors. 

B. Understand and accept my similarities and differences. 

C. Identify, clarify, accept, or change my values. 

D. Assume responsibility toward self and society. 

E. Recognize inherent capabilities. 
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NEED FOR CAREER EDUCATION 



A I undcimtMilal puri)ose of oducaLion is to prepare people to live a 
prDUiuLivr and rewarding lite. For far too many Americans our schooi*^ 
are tailin>^ in tliis essential mission. 

In typical schools througliout the country young people complain that 
curriculums are dull and irrelevant, that their education * - opening 
pathways Lo a fultil. ig adulthood. Substantial numbe' - Jents score 

below their grade level in basic skills; high dropout ii., 3, absenteeism, 
academic failure, drug abuse, vandalism, and assaults on administrators, 
leacliers, and pupils signal their discontent. 

It is a rare scliool that equips all its students to make the choice 
upon graduation of catering the job market with a salable skill or of 
continuing their education. Too often the graduate has neither option, 
let aJone the opportunity to select one or the other. 

Nearly 2.5 million students leave the formal education system of the 
United States each year without adequate preparation for a career. In 1970, 
not counting enrollment in homemaking, only about one high school student 
in six was enrolled in occupational preparation. More persons are gradua- 
ting from a 4-year college with a bachelor's degree than there are jobs 
for degree holders. By the end of this decade eight out of ten jobs in 
America will not require a baccaluareate degree. 

In a modern society, formal education stands directly between a person 
and his ability to support himself and his family. If the quality or the 
appropriateness of any child's formal education is poor, what might have 
been a roadway to opportunity will remain a barrier. To fail to fulfill 
a responsibility in this respect means to render a large proportion of the 
future citizens of this country economically obsolete. 

More appropriate curriculums must be developed, validated, and installed 
and they must be used more realistically if we are to meet the needs and 
desires of students and serve the purposes of society. 



Taken from 

Career Education 
S. P. Marland, Jr., Commissioner 
DHEW Publication No. (OE) 72-39 
1971 
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RATING MY INTEREST 
In which of the five interest areas are most of your likes? (Column 

a. 



b. 



In which areas are your strongest dislikes? (Column III) 
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INFORMATION ABOUT MYSELF 



Date _ 
Grade 



MY FAMILY AND 
Name 



Birth Date 
Address 



Telephone 



City 



Zip 



I live with my (circle one) Mother Father Both Parents Guardian 
I have ^ brothers. Ages 

I have sisters. Ages ^ 

My regular jobs at home are 



Sometimes I help at home by ^ 
I receive a regular allowance 



Yes 



No 



MY STUDY HABITS 



minutes a day at school and about 



1. I usually study about 

minutes at home. I {do, do not) have a quiet place to study at home. 



I 



(do, do not) have a room of my own at home in which to study. 
I (do, do not) usually work in the same place at home every time I study. 

2. The subject I have to study the most Is • 

3. I feel most confident in the following subject, subjects: 



k. I (do, do not) have a definite plan ^or studying. It (Is, is not) easy for 
me to concentrate when 1 study. 

5. I (do, do not) feel I need help in d-^veloplng better study habits. 



MY SCHOOL ACTIVITIES 

1. Last year I Joined these school activities: 



My favorl te wa$ 



2. This year I have Joined these school activities 



My favorite is 



3. I (do, do not) like to dance. I (do, do not) like assembly programs. 

I (have, have not) been a class officer. 1 (have, have not) been an of- 
ficer in some school club or organization. 

5. I have (several, few, no) friends In this school. The name of my best 
friend is . (He, she) goes to 



School and is in the grade. 
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MY OUT-OF-SCHOOL ACTtVIHES 

1. Summary of important information about the clubs and organizations I belong 
to which are not part of the school program: 

Meets At what What I like best 

Name how often? times? about it is: 



2. I go to the movies about times a week. My parents let tne go out 

of the house about nights a week. I am usually expected to be home 

by o'clock. 

3. When I am out with my friends, the things we like to do most are: 

I spend about hours per day watching television. 

5. I earn money by • "dually work about 

hours per week. Other things I have done to make money are: 



6. My hobbies are: 



7. My leisure time activities are: 



8. I think my special abilities or talents are: 



MY HEALTH 

1. My present health is (excellent, fair, poor). 

2. I (have, have not) been sick much during my life. The longest I was ever 
sick was days or about weeks. 

3. My teeth are (excellent, fair, poor). 

A. I (do, do not) wear glasses. I (am, am not) hard of hearing. I (do, 
do not) have another physical handicap. It Is 



5. The last time I had a physical examination was In year. 

6. I (do, do not) sometimes worry about my health. 

7. I (do, do not) have a family doctor. I (do, do not) have a health plan, 
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HOW ARE YOU GETTING ALONG? 



In dobs and other organizations: 

1. What school clubs or community orgaoiizations 
(such as the Boy Scouts, the Camp Fire Girls. 
4.H Oub) do you belong to? 



2. To what offices have you been elected? 



3. On what committees have you served? 



How would you feel if a friend of yours were 
elected class president? 

Jlappy for the ^ — Envious of the 

fjjgjjd friend's election 

S^r^ for Determined to beat 

yourself him next time 



Other: 
Do you 
groups?- 



Ukc to speak in public or before 
Why or why not? 



When you have to make a decision, what do 

you do? . 

Seek the advice ^Change pur mmd 

of others first several times 
Make up your Other: . 



own mind about 

what to do 

Has anyone ever said that you don't cooperate 

with the group very well? 

Explain the circumstances. — 



In social stoadoot: 

Which types of people do you have trouble 
talking to? 



Someone you 

just met 
.Your teachers 

Jin important 



person 
Strangers 
^Others: 



^Older people 
.Your classmates 
.Someone of the 
other sex 

^meone of your 
sex 



When you lose a game, what do you do? 
or other- Blame the official 



.Other: 



wise show your 

disappointment 

Congratulate 

the winner 
If you win a game, what do you do? 
Bragaboutyour Console the loser 



performance 
.Tease the loser 
_Other: 



4. Do you feel it is essential to have plenty of mon- 
ey to have a good time? 

Explain your answer. — 



5. What types of people do you have difficulty get- 
ting along with? 

Bossy Successful SiUy 

^Talkative Intellectual 

Sarcastic —Quiet Party-minded 

Other: — 

6. Do you know how to introduce people 
properly? 

7. Do you think it is very important to be a good 
mixer? 



Why or why not? 



C. 
1. 
2. 
3. 



Wbhyoor friends: 

How many close boy friends do you have? 

How many close girl friends do you have? 

When people play a joke on you. what do you 
do? 

Get angry Plan to play a 

Laugh with joke on them 

them 

Other: — 



When you hear gossip about a friend, what do 

you do? 



R eport the gossip 
to someone else 

Refuse to pass 

the gossip on 

5. Do you like to argue? 

N o Sometimca. 



JRepeat the 
gpssip to the 
person involved 
^Other: 



.Yes 



D. Working with oAcrpeopk: 

1 . When you have a job to do, which do you prefer 

to do? 

Work alone Have others 

Receive help or working nearby 

advice from others Do the job with 

someone else 

2. When an activity is being planned at school or 
in a club, what do you usually do? 

^Volunteer to JHopc no one 

take charge asks you to help 

__Offer to help Offer ideas, but 

out neglect to follow 

through 
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3. When someone docs a better job than you, 
what do you do? 

Compliment the Find fault with 

other person the other person 

Offer excuses for ^Try harder next 

your performance time 

4. If someone tries to show you how to do some- 
thing, what do you do? 

Get annoyed Listen carefully 

Other: 



S. How do you usually get along with your teachers 
at school? 

Very well ^Wcll Not very well 

Fairly well 

1. If a friend criticized a story that you had written, 
About you: 
how would you n;*c-? 

Get angry - Accept the criticism for 

what it*s worth 

Criticize the friend's work 

__Other: 



2. Do you fed that brother or sister is favored over 
you at home? 

__Yes Sometimes __No 

3. A girl you know refused to skip class with the 
rest of ti:e group. What would you think about it? 



-Admire the girl's 
courage 

-Condemn the girl 
for trying to im- 
press the teacher 



Laugli at the 

girl for being 
so weak 
^Get angry be- 
cause the girl 
wouldn't follow 
the crowd 

4, Are you ever critical of others because their 

religious beliefs differ from yours? 

Explain your answer . 



S. How is your personal appearance? 

Usually neat and About as good 

clean as your friend 

JSometimes sloppy 



-Other: 



6. What kind of person do you think you arc? 

Pleasant and Easy to get 

friendly along with 
Rather selfish Sometimes 



JHard to get 
along with 
-Other: 



friendly; some- 
times not 



Gilles, Lambert L., Charting Your Job Future, Sci- 
ence Research Associates, 19S7. 
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i^mot ions 



Kinolioiw p!av p.irl in .'V.mv tli i poop do. Wo nil fool joy, fo.-n , :myyr. or 
o ion »U v.ii'ious L inu'S. 

Wo rojcc fc> our emotions in aifreront ways. Intornal roar.L ions are dill iruli 

tu control: heart beats fa^^ter, blood pressure rises, perspiration occurs, breatlnnK 

becomes fast and shallow. 

Part of growing up is iaarning appropriate ways of showing our emotions. 

The ways people express their emotions vary in different societies. 

Traditional ways of expressing emotions change from time to time within a society. 

There are many cases in which it is better to express emotions in socially 
ncceplabic ways rather than to supress them. 

Psychologists have indicated that people who are emotionally upset are unable to 
tiiink straight or work efficiently. 

Your emotions become mure complex and more refined as you find new and better ways 
of gOLC Ln^^, along with people. 

Seven Signs of Maturity 

You are able to deal constructively with reality. 

You are able to adapt to change. 

You can handle fears, tension and anxiety. 

You get more satisfaction from giving than receiving. 

You are able to build satisfying relationships with other people. 

You are able to control your hostile feelings and acts. 

You arc able to love. 

No person, no matter how maUire, is able to score 100% on all of these characteristics. 

The important thing is to strengthen weak spots, learn from experience , and keep 
sight of your goals for self-fulfillment as a person. This provides satisfaction 
with life and the basis for real happiness. 
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"Porsonal Lty liuiiding Blocks" 



"Introduction to Self-Appraisal" 



You may bo wondering why you are being asked to look at yourself when 
you may feel that you, above all people, know the most about the person you 
are. We all feel that we know ourselves pretty well and that most of the 
time we could give the reasons for what we do and say. 

Actually, however, human beings are not always easy to understand. 
Stop and think for a moment. Aren't there many times when you have acted 
a certain way or had certain feelings and you couldn't quite be sure why? 
You may recall times when things were going very well, yet you just became 
*'moody", and for no apparent reason. Also, as v;ith all of us, you have met 
some people you liked very much right away, others who didn't impress you at 
all, and in neither case could you really say why. 

Most of us have moods once in a while and experience likes and dislikes 
for different people, activities and situations. These individual reactions 
are alJ considered "normal"; they make up your personality, which is every- 
think that makes you an individual, differing Ln certain ways frori everyone 
else (your habits and attitudes that cause you to act the way you do). And 
of course, your personality is not fixed lor all times; it develops tiu-ongh 
the years. ICvery new problem you solve, or experience you liave helps form 
your personality. 

Since your personality influences everything you do, including your 
relationship with the people and the world about you, it is important to 
take a good look at this whole YOU. By beginninj;; to know more about yourself 
you can learn how you feel about others and in turn learn how others feel 
about you. You can get a better idea of the things that really interest 
you, and what you are best fitted to do— in future years i-n school and 
perhaps in Che occupation that you will ch)Ose. 

Most of as are a little afraid of thi igs we do not know about, and 
this causes us to hesitate in making decis ons or taking action. The 
picture you have of yourself works in the arae way. As you know yourself 
better you will be better able to make dec sions and to set your goals. 
Why don't you get better acquainted with Y >Ul 



'laken from: 
Choice or Chance . 

Alameda County Schools, California 
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SELF-APPRAISAL CHECK LIST 
ConsWer the words in this list and check how often you think they describe 
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Alway: _ ^ 


1 let lA 1 I V/ 


Somet i mes 


Never 


Honest 










Happy 










Friendly 










Sad 










Ser ious 










Sel f-conf ident 










Scnsi t i ve 










Jea !ous 










Popular 










Shv 










Clumsv 










Shgw-qff 










Afraid 










Kind 










Respectful 










Modest 










Proud 










Lazv 










Neat 










Prompt 










Thrifty 










Sel f-control l«d 










Accurate 










DependabI e 










Ang ry 










Moody 










Considerate 










Open-minded 










■ 

Unreasonable 










Alert 










Demand inq 










Industrigys . 










Rel lable 










Courteous 










Cooperative 










A Leader 










A Fol lower 











Taken from: Choice or Ghance^ ^Lameda County Schools, California 
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AUTOBIOGRAPHY 

Divide the paper into the foUowing three points: About Myself, About My School, and About My Home 
and Future. Please write the paper one part at a time. Use paragraph form, as you would in any theme. 
Do Not set off different parU of your paper with A, B, C, etc. 



About Myself 

A. What kind of person 1 
obligated to use all or 
Don't simply go down 
to describe yourself, it 
make. In any paper try 



feel I am. The following traits arc merely suggested and you need not feci 
any of them to describe yourself. Use the dictionary to find their meanings, 
the list saying "I am emotional," or "I am adapuble," etc. If you use words 
is always best to give reasons or examples to strengthen the statement you 
to give examples or reasons to back up your statements. 



emotional 


persevering 


tense 


extrovert 


adaptable 


easy»going 


individualistic 


introvert 


sensitive 


over-confident 


untid) 


irritable 


indecisive 


practical 


moody 


argumentive 


cheerful 


serious 


enthusiastic 


ambivett 


self-confident 


verbal 


frank 


Uctful 


shy 


worrier 


daydreams 


defensive 


self-conscious 


lackadaisical 







B. What undertakmgs pve me a feeling of success? 

C. Wl\iat undertakings give me a feeling of failure? 

D. What I consider to be the most worthwhile things in my life right now. 

E. What I appreciate most in my friends. 

F. If I could be like another person I would most like to be like 



Tell why. 



n. About School 

A. The subjects I like best (tell why). 

B. The subjects I like least (ten why). 

C. What I do or don't like about school. 

m. About My Home and Future 

A. My family's influence on my feelings about myself. 

B. My family's influence on my feelings about school. 

C. What job I want to do most for my life's work (give reasons). 

D. What types of work definitely do not appeal to me (give reasons). 

E. My family's influence on my feelings about my future. (Possibly you and your family have not dis- 
cussed this; if not, say so.) 
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WhAi" liAMK YOU COT TO OVViiK! ^ 

'.%luic kind of an employee will you make? The following are some questions you can 
ask yourselves in taking stock of what you have to offer. 

L. you have a ireal willingness and desire to learn new skills and new ways 
of doing things? 

2. Are you neat in your personal appearance and work habits? 

3. Are you punctual? 

A. Can you apply yourself to a job without being earily bored or distracted? 

5. Can you adapt to new and unexpected situations easily? 

h. Can you work under pressure, when necessary, witnout becoming nervous and upset? 

7. Do you have confidence in your abilities? 

8. Are you emotionally stable, capable of taking things in your stride? 

9. Have you enough initiative to be able to work on your own? 

10. Are your job plans in keeping with your own capacities and the opportunities 
employers liave to offer? 

11. \hy you have a sense of duty and responsibility" 

12. Are you reliable? Can you be depended upon to do a job satisfactorily? 
IJ. Can you gain the friendship and respect of fellow workers? 

14. Can you cooperate with fellow workers? 

15. Can you cooperate with supervision and management? 

16. Can you follow directions willingly and without argument because you respect 
authority? 

17. Can you understand instructions and carry them out accurately? 

18. Can you accept criticism without feeling hurt? 
h). Can you work without constant supervision? 

M). Do yini ask (juestioiis about things you don't mub'rslaiul? 

.! I . Can you c-ompleCe a Job once you start it? 

Are you a pleasant person to work with? 

2 '3. Do you like peopie? 

24. Are you friendly and congenial? 
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YOUR BASIC FEELINGS OR EMOTIONAL NFEDS 



00 
CM 



We have just j?een how the conflict between your basic drives and 
what is expected of you has affected your personality growth. Now 
we're go^'ng to discuss another important factor. 

Everyone needs security, recognition, lo\e and affection, and new 
experiences- These are called emotional needs . How these needs of 
yours were met from the day you were born has helped shape your 
personality. 
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I. YOU NEED TO FEEL SECURE 

Feelings start early. Even before you were born you felt . The 
feelings were good ones: warmth, comfort, complete security. 

At birth, everything changed. You came into a new and threat- 
ening world. There were noises, lights, changes in temperature. 
As if this weren't enough, you had strange new feelings inside 
yourself. You were hungry. You had to breathe. 

In the beginning, your feelings of physical discomfort were easily 
satisfied. If you were fed when you were hungry, kept warm when 
you were cold, and given room to kick, you were happy. 

The sudden change from complete comfort and security to an 
c^larming world probably frightened you. You wanted to be reassured 
that all was well. If you weren't reassured, you became tense or 
had new feelings of anger and defeat. 

Year personality was beginning to take shape. If vour parents 
were wise and understanding, they answered these earliest demands 
by giving you food, comfort, aiid plenty of "mothering." Then 
you felt secure and adequate. 

You liked your new world and began to develop an enthusiasm for 
living and for trying new things. You trusted people and situa- 
tions. You felt you were loved because you were you . So you 
developed feelings of self-confidence and you became friendly 
and cooperative. You accepted minor disappointments and frustra- 
tions (situations in which you couldn't reach your goal or have 
what you wanted) because your experience had already taught you 
that you could trust the world you lived in. As you grew older, 
you didn't feel you had to fight against reasonable rules and 
regulations. 

All babies, however, are not this fortunate. With the best motives 
in the *;orld, many parents fail to see that their baby's needs 
are met. They fight against their own natural instincts to 
cuddle and protect their children. 0), perhaps they are told that 
too much cuddling is somehow wrong. Some years ago, for instance, 
parents were told that babies need quiet and rest. Mothers were 
warned that picking up the baby "spoiled" him. They were told 
that babies thrive best under a rigid routine (and identical 
routine for all thece little individual babies!) and that they 
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should be fed "by the clock". 



We now know that withholding demonstrations ol" love or imposing 
strict discipline too early in life is wrong. It harms a baby's 
growing personality. Controls must come gradually, when the 
baby is ready for them. He must first feel perfectly secure in 
his own world before he is able to learn self-control. 

When a baby's emotional needs are not satisfactorily met, he is 
likely to develop one of two ways of behaving. This way of behaving 
becopaes a habit which is hard to change later in life: 

1. Retreat * One way of behaving is to retreat. In other 
v'ords, the child becomes timid and shy, lacks initiative and self- 
reliance. He seldom gets the credit he should for his abilities 
because he doesn't express himself. 

2. Attack. Another way of behav5ne is to attack. The child 
tries to punish the people who withhold ve and comfort by fighting 
back. He resists any kind of disciplint rebels against any rules. 
As he grows older, he takes out his hostIj.e feelings by trying to 
punish anyone in authority. 

YOU NEED TO BE APPRECIATED 

Just as you need to feel secure, you also need recognition, 
appreciation and approval for what you are and what you do. 

The little three-year-old who proudly presents to his mother a 
sheet of paper full of scribles, calling it "my letter to Aunt 
Mae," wants praise and approval for his efforts. If your efforts 
or abilities in such little ways were scoffed at or ignored as a 
child, you may never have gained the healthy respect for yourself 
that all of us need. 

People who learn early that their efforts are useful and valuable 
find it easier later on to do worthwhile things. 

Throughout life you will be trying to gain recognition. One of 
the difficulties in our highly complex civilization is that 
recognition so often comes only from achievement in material ways. 
And people sometimes set their goals for material success too 
high. Repeated failure to meet these goals brings on anxiety and 
discouragement. 

It is better always to strengthen the talents and capabilities 
you have and accept the fact that there are things you can't do 
successfully. Concentrating on successes, not on failures, will 
help you to be more successful. This will bring you the recognition 
you need. 

How do you think these people arc meeting their need for recognition? 
1 . PETE 

Pete finds ioolwork difficult and boring. In class he's a 
showoff . He a rather be scolded than ignored. Some of the 
girls laugh at his antics. He goes from one scrape to another. 
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How is Pete asking for recognition? 



o 



Can you suggest a type of childhood training that may have 
caused Pete's behavior? 



Suggest more acceptable ways to which Pete can satisfy his need 
for recognition. 



2. HARRIET 

Harriet worked hard on her solo part and helped the band win 
first place in the state contest. The whole school was proud 
of her and she got a great deal of satisfaction out of doing 
a good job. 

How did Harriet's ways of achieving recognition differ from Pete's? 



Suggest how childhood training may have influenced her behavior? 
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III. YOU NEED LOVE AND AFFECTION 

Closely bound up with your need for feeling safe and secure is your 
need for love and affection. 

If, in your Infancy, your family expressed their love for you, you 
learned you were wanted and loved. Knowing this helps you even 
now to take the ups and downs thac are a part of everyone's life. 

This need for love is also closely bound up with the need to love 
others, which we'll talk more about later. Loving and being loved 
bring out the best in you. Marriage, family, movements for improv- 
ing social conditions, religion, and all the great humanitarian 
causes are associated with love. 

Without love, human beings undoubtedly would be cold, indifferent, 
machine-like creatures without feelings of sympathy, understanding, 
O or pity. 
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YOU NiiKl) NEW EXPERIENCES 



Part of human nature is the need for new experiences. A young child 
is not satisfied for very long with his play pen. He wants to 
explore the room, to feel the texture of the rug, to discover 
what happens when he tugs at the lamp cord, to taste whatever he 
can pop into his mouth. 

When you are little you need plenty of opportunities to touch, 
taste, feel, hear and see an ever-enlarging world to satisfy 
your need for new experiences. When children are kept too 
confined, their personality growth is stunted. They never learn 
to find ways to get more enjoyment out of everyday living or to 
find new and creative interests. On the other hand, some children 
whose needs for nev; experiences have never been satisfied go to 
the other extreme. They seek conspicuous > odd ways to satisfy 
their need. They try everything , whether it's good or bad. 

These examples illustrate different ways in which people try to 
satisfy their need for new experiences: 

1 . SUE 

Sue took the earliest opportunity to meet the new family next 
door. She had heard they had a girl about her age and that 
she had lived in England most: of her life. Sue was eager to 
learn about school and dating customs in England. Do you 
think Sue is satisfying her need for new experiences in a 

healthy way? . Would you say that Sue's parents 

probably gave her a reasonable amount of freedom as a young 
child? 

2. PERRY 

Perry got no thrills out of the things most children enjoyed 
because his parents always gave him everything often before 
he even wantec^ uhem. Finally, for excitement, he joined a 
gang that skipped school and roamed the streets. Eventually 
he was brought into court for driving a stolen car. Why did 
Perry feel this need for new thrills? 



Explain why it is a mistake for parents always to anticipate 
a child's wants and give him more than he needs? 
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ASSIGNMENT SHEET 



1. One big goal that 1 really want to accomplish is: 



2. Here is how I am going to make progress toward this goal: 



3, My deadline to turn this plan into reality is: 



4. Here are abilities and skills that I have that will help me achieve 
this goal: 



5. I have detailed knowledge of the following subjects that will help 
me reach goal: 



6. Here are areas where I need more information, help, skills, and 
knowledge : 



7. Here are places and people I can go to get help, to gain knowledge 
and information, and to master the skills I need: 



8. Here is the first step I am going to take (this week): 



9. My next three steps will be: 



10. My deadline for completing these three steps is: 
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GRADES CONSIDERATION 



The purpose of this check sheet is to help you think about: 

What your grades tell you about yourself. 

How rmah of your true effort your grades show. 

What your grades show your strength to be. 



1. The highest grades you received last were in what subject? 

2. What do these grades tell you about how hard you tried in these classes? 

3. In which subject did you work the hardest? 

4. What do your grades tell you about your ability to memorize things? 

5. How did your grades measure your study habits? 

6. How did your reading skill affect your grades? 

7. In which subjects do you usually get the highest grades? 

8. In which subjects do you get the lowest grades? 

9. In which subjects do you have the highest interest? 



ERLC 
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SELF-PICTURE CHECKLIST 3 

PLaoe an X in the column which best describes yourself. 

ALWAYS USUALLY SOMETIMES NEVER 

Honest 
Happy 
Friendly 
Sad 

Serious 

Sensitive 

Jealous 

Popular 

Shy 

Clumsy 

Show-off 

Afraid 

* 

Kind 

Modes t 

Proud 

Lazy 

Neat 

Thrifty 

Even- tempered 

Dependable 

Angry 

Moody 

Open-minded 
Unreasonable 
Demanu .ng 



erIc ^ 



SELF-APPRAx .J. INTEREST CliART 




List below some of the activities which you like the best and some you 
like the least* 

U In school 

a, subjects I like best: 

b« subjects I like least: 

2. Outside of school 

3« Things I will do when I can do as I choose: 




4, Some things I have never done but would like to do: 



5, Some jobs I have held, either for pay or just because I like the work: 



a, things I like about these jobs: 



b. things I dislike about these jobs: 



6, Hobbies: 
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in 




A. Recreation 



1. Professional players and boxers 

2. Managers 

3. Coaches Not necessarily professional. 

4. Assistants YMCA, city programs, school programs 



B. Manufacturing Sports Equipment 

1. Designers 

2. Labor 

3. Engineer 



C. Health Occupations 

1. Trainers 

2. Assistants 

3. Physical Therapists 

4. Educators (P.E.) 



D. Marketing (Retail Equipment Advertising) 

1. Clerks 

2. Salesmen 

3. Concessions 



E. Media 

1. Sport writer 

2. Sports photographer 
3* Sports broadcaster 



F. Business and Office 

1 . Owne rs 

2. Secretaries 

3. Scorers 

4. Statisticians 



Public Service - Wildlife Recreation 

1. Forest ranger 

2. Park director 

3. Guides 

4. Game Warden 

5. Concession employees 

(Park services, Civic centers, sports arena) 
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News Article and Job Clues 

Hotel Remodeled 
At Muskogee 

World's Own Service 

MUSKOGEE - One of Mus- 
kogee's oldest business estab- 
lishments, the Severs Hotel, 
built in the early 1900s, is 
being partially remodeled. Fu- 
ture plans call for a complete 
Carpentry renovation, including installa- 
tion of central air conditioning — Air Conditioning 
on the basement, lobby and 
mezzanine levels. 

Remodeling plans include a 
new droppecf ceiling and new 

Painting paint throughout the hotel 

which has long been a center 
for civic and social functions. 

The exterior of the building 
Sand Blasting — is to be cleaned, and window 

sills will be repainted, man- 
ager Martin Markovich said. 

Markovich added that future 
. , . . plans for the hotel include new V 

Electrical Wiring— wiring, water pipes , aluminum plumbing 

windows and replacement of 
furniture and drapes in the 
lobby. 
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h(» gained frtmi work? Thr foIh>uinj» \h\ ni.n inij»rcss \(iu with the twvtl ti» 
(•(Misiih-r such ^atisfartiotis in chiKxing an (>ccupati<»n or seekitig a joh: 



Liking thf wurk \ou Ao 

\ -M\*l XMii iMpalnhtii's 

FV(*hn|i Miitcd to \our work 

Working; with nuinhc*"*' 

\\ orking with wonis 

\\ orkirig w'ltl) things 

\\ Hiking w ith \oui hands 

W oikiiig fast 

\V orking sh)\\|\ 

Di.ing )ii*'< isr Mork 

Doing things skillfiill\ 

Doing thitigs othci*> f-:urt do 

('wnipi {jjig v\ith nthci> 

Doing I outinc w ork 

Alwa\s knowing what's ticxt 

Doing a \arift\ of thing> 

Kncountrring unt»xi)ectfd ta^^ks 

Ik'iiig crratix" or original 

(raining c^thctir rnjo) nu :U 

Deahtig w ith ix^oph* 

liifliieticitig pcoph' 

Dcahtig with idea'^ 

lU'ing* hallctigcd intolh-rtiially 

Mash'ittig .III area of knowledge 

Knowing wh\ you're doing 

soiiifthing 
Erring thi* product of \our work 
l**.nj(i\ itig dniU arfoinplishincnt 
|{«'h'a-ing cncig) through a(*tivit\ 
Mo\ing ahout iit \ o\ir Hork 
riavrling ii^ ;iart of \oUr work 
ihtnning occasional r'l^k*^ 
[•'cdiiig safe fioni accident** 
lia\ing (oiixcnicnt working hoiits 
W I'tkiiig in pleasant surroundings 
I atiiig good food 
ll.iMiig tunc and encrgN for (»tlipr 

aeh\ iti<*s 



Didng an honest da\ 's work 

Sensing (»nh*r in your life 

I'relifig >ure of keeping yriur joh 

Kciding independent 
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Feeling iiM-fnl and needed 

(*etting attention 

heitit; jndged ftiirU 

Iteing tirated like .1 person 

Ihning \onr work piaised 

I'celiiig proud of youiM'lf 

Meing aide to express \our idea> 

Keeling self-confident 

|-'e(ding important 

flaxing authont\ over others 

relling others what to (h) 

Heing told what to do 

Doing things on your own 

KxerciMtig lea(h'rship 

Heing promoted 

Heing a i.:endier of a group 

i^eing with other |H*ople 

Working h\ \oiirscU 

lalkiiig to co-worker«» 

Talking to others 

Liking \oiir eo-\\orker*« 

lleing liked h\ co-workers 

Feeling lo\ al to other** 

i hdping othei people 

Doing Work of value to *«oci<*t\ 

Feiding part of soiuething hig 

retdinu enthusiastic 

Feeling iiiorall\ w tirth) 

\chie\ing \our arnhition 

M.iking \oiir fainiU proud of \ou 

(iainiiig pre*«tige in \ our (*oiiiriiur}i(\ 

Hec'oining well known 



ERIC 



91 



ERIC 



O 

O 



O 

c 

•H 



o 

M 

CO 

o 

3 



(U 

o 
c 

0) 
D 
fH 
•M 

c 

•H 

(U 
•H 

c 

00 

o 
u 

0) 
V4 

0) 

u 

c 

u 

to 

o 

H 



•"J 
O 



•Hi 



■J 

ui 



(X4 



H 
UI 

o 
o 

V3 



UI 
H 

o 
cn 



c 

u 
U 
(0 

cx 
a> 
Q 

u 

CQ 00 
C 





•H 


CO 


CO 






c 


CO 


c 


0) 




•H 






M 


o 






*> 




00 










o 


a 


5 






u 










c 












U 


iJ 


O 


u 


<y 




o 


Q 




U 



c 
(4 



o 

c 

:=» 

c 
c 

0) 

6 CO 

o <u 

IS V4 

D 

O O 
u-i o 
u 

CO ^ 

(U o 
CO 



ox 



H 
U 
< 























4J 




























c 










CO 




























(4 


















a 








6 




























o 


CO 








u 










o 










o 








(U 






rH 




rH 








cx • 


•H 


CO 


o 




(U 






na 








CO 




CO 


cx 






a 






CO 








c 


o 


O iJ 


o 






o 


(0 






o 




(U 


















o 






•H 










0) 




a 










(U 


CO 




u 






UA 






O 


4-1 








a 


CO 




o 






o 


•H d 


o 




•H 


•a 


c 




o 


0) 














o 




4J 


•H 


















O CO 


CO 






CO 








o 




c 




c 


fH 










4J 






B 






0) 




CO 


u 




CO 






D 


o 




o 


cx 




B 


rH 


o 




(0 


(U 


c 


o 


•1-) 




u 








•H 


CO 






0) 


•a 


•H 














X 




u 




CO 


•a 


•H 






c 






c 




u 


CO 


X 


(U 


q; 00 *H 


CO 


0) 








00 






•H 




00 


o 


c c 




c 


00 


o 






c 






;j 




•H 


c 


0) -H 


(U 


o 


c 




d 




•H 


0) 






c 




0) 


00 rH 


CO 


o 






Q) 










c 


o 




D 


(U 


(U 








a 




rH 






o 




rH 


rH 


C 0) 




>> 


o 


U 


o 




D 






•H 


0) 




ua 


O 








CTJ 






0) 


4J 




4J 


a 


D 


c 


<U 














(U 






•H 


c 


cr 


•H 


q 


(U 


o 


O 








00 




4J 


(U 


(U 




6 C 


t 


e 






o 






c 




(U 


D 






(U (4 








c: 








•H 




CX 'H 




(U 






o 


CO 


CO 


CO 




CO 


a 




rH 


X 


iJ 00 






c 


Q) 


CO 




(U 


(U 




o 


c 




u 


c 


Cf) 




o 


a 


Q) 


(U 


rH 




(U 


o 


•H 


■H 






CO 




CO 


o 


o 






c 








CO 


CO 


00^ 


D 


U 






o 




o 


(U 








CO 




•H C 


o 




(U 
















o 


CO 


CO 












A* 














^5 


Di 

























(U 

B 

X 
*J o 



o 

X o u 

4J O 



u •o 

O (U 

C *H 
•H fH 
•H 



iJ 0? ;j 



CO 

iJ 



00 o <u 
CUB 

•H (U 

c CO 

•H ► iJ 

(U (0 c 

rH (0 CO 

D CX G -H 
X O X 

CO <u ;j H 



o 

•H 
CX 

o 



X 



o 

c 
o 

•H 

CO 
(0 
D 

o 

CO 
•H 

u 

D 
U4 



o 



CO 

C 0) 
O tJ 
•H D 

CO 
CO 

(U iJ 

u 

CX (0 
X 

<U TJ 
(U 

X 



00 CO 

a (u 

0) X 

D o 



D 
CO 
(U 



> 

H 
O 
< 

CO 
M 

H 

o 

Ct4 

o 

IH 

55 



8 

W 

u; 

C5 



92 



c 

o 

0) 

w 



o 

Q 

t.: 



00 
r: 

^* 

o 

O 

04 



0) 

o 

D 

c 
a 



CO 

c: 



o 
I 

n 

(U 
fH 

JQ 
O 
U 

a. 



-•J 

(U 



D 

cr 
a 
«o 



H 
U 

o 























'J 




Mi 






1 






c 




5l 








< 


• 








> 
















UJ 










CO 


0 



(0 



o 

H 

Ui 

o 
o 

U5 



Q 
U4 
H 

C/3 

o 
o 

c/) 



0) 




jQ 




fH 




fH 




•H 










00 




c 


iJ 


•H 




> 


(U 


fH 




0 


D 


0) 


iJ 


i 


0) 






0) 


(U 


fH 




jQ 


iJ 


0 








a. 


0 






fH 


■U 


to 


C 


a 


(U 


•H 




00 




0 


(U 


fH 


a. 






c 


■U 


•H 






"5) 


0 


•H 


fH 


UJ 


fH 




0 










U3 


0 


> 


■U 


M 




H 


(0 


•J 


a. 


UJ 


(U 


^ 


■U 




0) 


0 










•H 




m 












St 




•H 




fH 






»H 


0 




iJ 


»H 






(U 


.u 


fH 






{/) 





CO 

iH 

Ui 

H 



U3 

U 

O 





< 










•H 








0 








C 






m 


CO 








C 






1 

tn 


1 

4n 




SRA 




03 
iJ 


fH 
















fH 




'7) 


L 0 








CQ 


•H 




n 












rc 






c ^ 










1 




.H 


v-« -H 














x» 








iJ 


a 


<o 




0 


c 0 




(0 


0) 








V4 


•H CO 




s 


c 


0 


0 






^ w 
H < 




(U 


0 




a 








fH 






IS 










jO 


0 














0 


a 








0 


<o a 




U 












a V4 

•H <0 




fW 


z. 


ij 


ns 






00 (U 




V4 


(U 


0 






> 


0 CO 






00 


u 


(U 




«H 






0 






4J 




0 


or: 








00 


iJ 




CO 


0 








c: 


<0 








• • 


(U 


a 


•H 


Oi 




0 


a 


a. 




0 


00 




CO 


U 


01 c 


•H 


<: 






iJ 


iJ 






V4 






0 


•H 


0) 




•H -H 


AJ 






iH 




tH 


0 


3 0 


CO 


fO 


(0 0 


0) 








0 CO 


c 


!§ 


G < 






0 






fH 


fH Z 






0 






•H 




•H 












U4 




ft, 







"J 





<0 




iJ 




iJ 






0 




C\J 




iJ 


- 


iJ 










•H 










— 


00 


(U 




N 


•H 


•H 




r« 

Ut 






•H 


00 






H 


0 






fH 


s 




(U 




fH 


•H 


jO 


iJ 


0 


•H 











UJ 

cr 

g 

UJ 
H 

Q 
W 
H 

CO 

U3 
O 

10 



(U 
CO 
D 

(U 
fO 

6 



CO 

c 

0 u 
•H 'f-l 

c 

CO D 

(U 

D CO 

cr D 
o 

iJ -H 

CO > 
(U (U 

iJ J-l 

1 a. 

U IM 

Oi o 



ij (0 
o 

•H iJ 

CO o 

CO CO 

a 

(0 0) 
•H 

O CO 

■U 

CJ CO 

3 S 

TJ 0) 

O fH 

J-i jQ 

W O 

•H a. 

C iJ 

CO 2 

o 

hH CO 



(U 

V4 iJ CO 

o c :j 

<U CO 

0) CO a> 
6 <u 6 > 

•H <D fH 

u a. x: o 

U (p 

C CO (U 
o ^ 



CO D 



> 

fH 

o 

> 



D,fH 
(U O 
<U w CO 
jO CO CO 



CO CO 
Q) 

CO > 

6 -H 

<U fH 
fH 

O -H 



CO CO 

a a 



CO 



(U 
(U 

CO 
CO 
(U 

CO 



> 
u a 

(U (U CJ 
'H 

^ 4J 

O O 

<U C -H 

a, CO Ti 



(Q 00 'O 
BOO) 
(U fH ^ 
fH O 
jQ U-<. »H 

o T^ fH 

o 

a« 

fH 
<U -H 

CO 'O c 

<U <:i CO 

c 

u Q) Q) 

CO Jit: 

X O CO 
iJ g iJ 



iJ . o 

CO 00 'H 
•H C CL 
fH -H 

> (U 



c 
o 

o 



o 
a 



• B 

CO (U 

CO fH 

<U jO 

o 

CO 

Q) CO 
■U 

CO 
fH 

<U 'H 

c 

O (U 

C -H 



4.; 



CO 



Q -H 



o c 

Tl 6 (U 
C Q) -TD 
CO fH D 

o CO 
o u 

a* (u 

iJ > 

C CO 
P3 



a <D 

C J2 

0) u 

•H O 

Q) CO 

a. 

X ^ 

<u o 

(U c 

s: 'H 

*j ;;<: 



CO (U 

s: o 

CO 

•H a 

u ^ • 

O (U CO 
00 CO 

CO <U X 

u > 

CO CO (U 
O P3 ^ 



00 

3 6 
O 01 

iJ o 
u 

o 

fH fH 
fH CO 

o a 

00 
'O o 
0) fH 

o o 

CO -u 



0) 

■U 

x: 

fH O 

fH CO 

CO Q) 

00 

c: Q) 

•H Tl 

4J C 

CO D 
•H 

fH CO 

c > 



CO 



CO 



(O 

a. 

o 

•H 

00 fjy 
c 



Q) CO 
w c 

0) 

rH 0) 

e 

O CO 

o 

0) 

00 >s<H 
C ^ jO 
■H 0) -H 
> > CO 



CO 



O 0) 
CO PQ 



00 



c: 
o 

XI ♦ 

■U 

0) c 

a 0) 

o 6 

CO o 
6 

•H 0) 

C iJ 
0) 

> w 

Q) <0 

00 <H 

C CO 

•H O 

Tl 'H 

CO 00 

Q) O 

X 'H 



6 

01 



1: 



(0 
0) 
iJ 

I 

0) 

u 







jO 








00 


0 






u 


c 


u 






C 


•H 


a 






•H 


> 




CO 




CO 


fH 


CO 


a 




D 


0 




01 




CT 


CO 




u 


0 


U 


1 


0 


CO 


•H 


CO 








4-) 




D 




01 


D 


0 


fH 






rH 


iJ 


.0 


a 


■U 






0 


0 




CO 


CO 












0. 






CO 








CO 


XJ 




x: 






•H 




u 








—4 


•H 




:5 


C 


> 


:j 


CO 


0 


•H 


H 




0) 






iJ 


CO 


D 


U 


•0 


a 


u 


cr 


•H 


0) 


CO 


c 


•H 


0) 


> 






C 




fH 


CO 


-v 


.c 


u 


0 


•K 




0 




> 


.C 


u 


0) 






(-4 


CO 


iJ 


0 


•H 



0 
































CO 




iJ fH 




CO 


c 


0) 




•H d 


0 


•H 


•^^ 


0 




fH 'J 


u 






•H 




•H 'H 








0 




Xi 00 


c 


c 


•H 






to 0 


0 


•H 


JZ 






fH 


CO 












u 


(0 


Tl 


»H 




x: 00 






•H 


CO 




u c 


a. 


0 


CO 










•H 




0 




.si 


CO 


4J 


C 


•H 








*0 


CO 


4J 




00 >, 


CO 




0 


CO 




a 






n. 






fH 


•H 








•H 


01 


CO 










.c 




CO 


(J 




c d 








0 


0 


•H 0) 


>> 




00 




u 


J2 .H 


u 


a 


c: 


D 




iJ ^ 


•H 




•H 


7) 


u 


0 


fH 


0 


> 


•H 


0 


fH J-i . 


•H 


u 


•H 


•> 




<TJ a. CO 


jO 




fH 






CO 






N) 


<u 


•H O) 0 




CO 


>s 


C 




*j > .n 


CO 


D 


fH 


•H 


AJ 


•H fH *J 


•H 




•H 






J-l 0 u 


JC 


•a 


CO 


<0 


c 


U CO 


H 


CO 


-v 


e 


•H 



•/) 

0) 

AJ 
I 

4J 

CO 

o 



o 

00 





U 






0 


0) 


x: 


U-l 




u 


CO 


D 
iJ 


u 


0) 


CO 


0) 


^-1 




3i 


D 


0) 






u 




c 


■H 


hH 




»J 




> 








U-l 






0 


0) 






c 




>> 


0 








c 


0 


ji*: 


0 


u 


0 


CO 


CO 


0 






CQ 


0 


<D 




CO 








& 


CO 












0) 


0) 






fH 


fH 


CO 


)-i 


fH 


0) 


•H 


CO 
DC 


D^: 


MS 












CQ 




"co 




CO 


•H 


(J 


0) 


CO 






•H 




D 






u 


u 


"co 


C 




D 


0) 




•H 


> 


0) 


c 






0) 


< 


nea 


CJ 
iJ 



93 



CO 



H 



o 

O 



u 

H 
A 

H 

(.0 

(a 



CD 
(/5 



00 ^ 

•H 00 
C 00 

> 



o 



CO 



o 

0) 
CO 



^ B 



c 

•H 
> 

O 
CO 

0) 



00 

c 

B 



•H O ^ 
V4 ^ O 

o a. u 

CO CO 
•H 'H CO 
•H 

§ ^ s 



<N m 



iJ 

c 

iJ 

o 



o 
iJ 



(0 



00 

o 



o 



o 



00 iJ 
C 

> *J 



00 

c 

C 

03 
(U 
B 

0) 



O 

O 
iJ 

CO 

a< 

(U 

iJ 

CO 

*-» r 
CO (0 

•H O iJ 
•H 

iJ 00 u 
(T> O CO 
cC tH 'H 



00 0) 

c: j-i 

•H ^ 

O CO 



O 0) 

CO > 
O I 

S O 

0) CO 

c: x> 13 

(0 O 'H 

cx o 



a 

0) 



J3 C 

o <u 



CO 



^ (0 

O 

CX 00 

o 

(0 fH 

CO ^ 
iJ O 

c 

0) CO 

CO Oi 

0) 0) 

u u 
cx CO 



o o 
cx 

O >Hl 

^ 03 



D 
O 
•H 

U 



0) 



CO 

0) • 

O 00 



u 
o 

CO H 

o 

0) to 

iJ »H 

>. O 

•H CX 
iJ 

c ^ 



ERIC 



H 
O 



u 

fH 
D 

O 

o 
> 



o 

CO 



o 

•H 

00 

o 

.4 



cx 






o 






0) 




(1) 






iJ 








U 










« 


CO 


u 


o 


CO 


fH 








0) 








<TJ 




0) 


o 


•H 


c 


c 


0) 


O 




CO 


•H 


iJ 


•H 


o 




'H 




D 


iJ 


•H 




•H 




00 






CO 


fH 


CO 


U 




O 




0) 


a)* 


•H 




CO 




fH 




D 


D 




c 


0) 


o 






cr 


cr 






nb 


0) 






c 


<TJ 




CO 




CO 


x: 








C 




a> 


D 


o 






o 


<TJ 








(TJ 




0) 


iJ 






o 


0) 


0) 




iJ 




CO 


x: 












u 


d) 


u 




iJ 




0) 


0) 








u 




o 








iJ 


00 


01 


1 


iJ 


CO 


iJ 


CO 


•H 


c 








c 




c 


fH 




CO 


00 


CO 




1 




CTJ 




c 


c 


CO 








D 


iJ 






0) 


u 


00 


(1) 


cr 


0) 






o 


o 


c 






B 


0) 




o 






iJ 




o 






u 


c 


> 




o 


CO 


iJ 




cx 


o 


rH 


(1) 


o 








cx 


si 


SO 


c 


00 






fH 


0) 


D 








0) 


c a) 


CTJ 


iJ 


fH 


h 


u 




fH 


O »H 


O 


C/J 


o 




Q) 


CO 


O • 




•H 




c 


fH 


U 


u 








>> 


o 




0) 


Q) 


. . (0 




•H 


o 


o 


O 




CO 


CO ;j 


fH cx 








u 








o 


U 

















C-1 
00 



o 



It 




ERIC 



95 



CO 
00 



CRITICAL THINKING 




Critical thinking is tiiu ability to solve problems by using logical methods. 
The ability helps a person to adjust to new situations in his daily living 
and can aid him in making wise occupational choices in later years. 

Process of critical thinking: 

The steps might be listed as follows: 

1. Identifying and defining the central issues. State your problem clearly. 

2. List the obstacles that stand in the way of your solving this problem. 

J. List the assets in your favor that you have to work with in solving 
this problem. 

4. List possible solutions. (Put them all down, even if some of them 
don't seem logical at the moment.) 

5. Try to figure out what the results of each of these solutions would be. 

6. Choose the solutions that seem best to you and put them into action. 




PROBLEM IDEAS 



Possible Problems: 



School Re iied 
future 



Things in General 
war 

poverty 

prejudice 

religion 

standards of right and wrong 



About Myself 
feelings 

getting along with others 

home and parents 

boy and girl friendships 

health 
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Difficulties 



PROBLEM CAUSES 



in 

00 



from problems within ourselves 
physical or mental deficiencies 
personality problems that hold us back 
habits of behavior 



When we aren't getting anywhere with solving problems it is time 
to seek help. 

Some tips to follow in deciding if you need or want help: 

1. If you feel troubled and can't put your finger on the problem. 

2. If you try to escape the problem. 

3. If you get terribly angry and upset about your problem. 

4. If when you list things that stand in your way you find you are 
always blaming others. 

5. If you can't figure out anything in your favor that will help 
you solve your problems. 

6. If your solutions are unrealistic, or even imaginary. 

7. If you are continually dissatisfied with the solutions you decide upon. 

8. If you take an unusually long time in solving your problem. 

Where to get help: 

yc family 
counselor 
teacher 
minister 

a sympathetic adult 
professional 

family doctor 

psychiatrist 

clinical psychologist 

psychiatric social worker 




98 



o 
c 



0) 



o 



(/5 

(0 

<2^ 
O 

o 

c 

c 

•H 
4J 



0) 



C 

05 



U> 

C 

0) 

o 
<u 

o e 

H >> 
O 

t-i 0) 

° c 



§73 
c 

CO <0 



CO 



CO 



c 
(1) 
e 
> 

0 



> 

*J 'H 

o <y 
o 

00 iJ 

w 
o 

> iJ 

•H 

u o 

U rH 

:/) 

s: JO 



0) iJ <D 

o c 

c a. -r^ 
e 

13 -r-t 4J 

c c 

0) 



00 

0) 

c 

J3 »H 

6 (/) 

^ 'TD -f^ 



05 



m 0) C3 

O (/) ^ 

w x: o 

<i; o 3 



O D M 

O TJ 

^ 0) fH 

D c« 

C/3 0) O 

Q) iJ — ^ 



o) o 
>> o 

J-^ C 00 CTJ 

0)0:2:0 

(TJ T3 'H 0) 

D O O 

0) iJ -H C 

< 0) ^ iJ 'H 



o 



iJ 

■r-f <J" 

.— t o 

(0 in 

c I 

o in 

u 



£0 
O 

ID 
O 
CO 



o 
u 

o jr. 

0) 

dJ o 

u u 

O (TJ 



I 



u 
o 

o 



00 

c 

•H 

^* 

o 

rH 

a. 

'A 



0) 
fH 

O 

o 



c2 

CO 



:=> 

M 

6 

Q 

H 
to 

a 



00 



0) 
>- 

< 



0) 

j-« 

<y • 
*J >. 
o u 
(0 •<-« 
fH 

c c 

•H o 

a 

t/i (/} 

0) 0) 

a 
o 

cx c 
u 

c to 

o o 

•H .H 

iJ 

(0 >> 

U 0) 

iJ iJ 

e s 
o 

0) JC 

(/; 

D O 

O iJ 
0) 

•H 10 



(0 
D 

I -o 

'H > 

O 15 

c 

o 

00 

C iJ 
•H 

»-i c 

•H iJ 

D 

cr *J 
o c 

u 



0) 

O 



o 
e 



G) 

D 
iJ 
D 

O 

c 
o 

•H 
iJ 

u 

C 
0) 

)^ 
o. 



0) 



0) 

0) 0) 
D C 
O 'H 
0) fH 
•H CX 
Q -H 
O 
0) 

* 



0) 

C • 

c 



0) 

B 
>> 
o 



o 
o 

O fH 

0) cx 

e 

C 0) 
•H 



D 

<J 

0) 
•H 

*J c 

•H O 'H 
iJ 

0) 0) 
CX C 
D .H 
O fH 
U U 
04 00 D 

o 

c 

■H 0) 
(0 

03 
0) 0) 
^ (0 C 
O fH O 
O -H 
0) iJ 
0) 0) (0 
•H D 

O > 'H 
O 'H 0) 
Q 

0) 
D 
0) 



CO 

c 
o 

u 

0) 



o 



(0 

(1) 0) 

e 

00 



D C 

O 

0) o 

c 

cx o 



iJ 



c 
o 

00 

CI) 

cx o 



0) O 

iJ O »-i fH 
O 'H 0) 

iJ 0) 0) rH 

o 
o 

o 
en 



fH 

o D 



0) en 



(0 
c 
o 
« 

0) 0) 



<o o c 



CO 



0) 
0) 

}^ 

o <u 

* u jOl 



O 

u 

o 

O U 0) 

(0 0) o 

M 0) C 

00 (0 

00 fH 
. D 

fH 0) ^ 

(0 I 

•H m m 

J-i O O 

0) I 
<u> iJ 



u 

o 



0) o 
iJ 

•H 00 

u c 

CO fH 

e fH 

O 

0) ^ 

iJ 

C 0) 

0) ^ 

13 U 

o 

CO o 
0) 

• c 

<!■ O 



0) 
0) 

o 
o 

D 
0) 

0) 
(U 
•H 

u 
o 
cx iJ 

0) 

0) 

iJ 



iJ 

cx 

e 

0) 

iJ 
iJ 

CO 



o 



>1 

M 

o 
iJ 
0) o 
M D 
0) 15 

^ 2 

iJ 
. C 



CO 

P fH 

•H CX 0) 

0) >-i 

^ O CO 

•H I 5 

fH fH I 

D 0) 

^ 05 

0) o« 

0) C 

0) 0) 0) 
OOP 

O C 

D CO fH 

0) fH 

C CO ^ 

D ^ O 



c 

•H 
iJ 

iJ 

o 
cx 
e 



o 

c > 
o 

U CC 

CO ^ 
D iJ 
iJ 

•H 

0) 0) 
> 

fH 0) 
•H 0) 

O O 
I 

iJ u 

c o 

CO (1) 
CX O 

c 

CO 0) 



(1) M 

O ^ (I) 

0) 0) O (U 
fH g 0) 

O 0) 0) 

u o a > 

iJ fH 

Co. D 

o g . o 

O 0) CQ >> 



> 



0) 
0) 

I 

0) 

04 



00 

D 0) 
O iJ 

u c 

x: 0) 

AJ 

D 

15 iJ 
C 0) 
CO 

0) 

cx 

D 

O 

U 0) 
00 ^ 

C CO 

•H >-l 

00 
00 CO 
C J-i 

•H ^ 

^ cx 

O 00 

7^ c 



u o 



I 

o 



0) 

o 
c 

CO 
iJ 

o 

cx a. 

e 

O 

0) 

CO 

CO C 
CO 

0) 

(0 c to 
g <y 00 
£ 0) 
D O. M 
O 

rH C 

>> U fH 0) 
CQ 'H rH > 



0) 



O 
O 

x: 
o 

0) 

o 
iJ 



iJ 

0) 
0) 

• t 

0) o 

a 04 













fH 




(U 




•H 


o 




o 


C 


CQ 


CO 




O 


1 


>> 


CO 




M 


iJ 


0) 


o 






<d 


o 


0) 


a 


0^ 












o 






o 




•H 


0) 


iJ 


0) 




M 


0) 0) 


D 


M (U 


U 


O.^ 


c 


a. M 


0) 


< o 


> 








< 


J2 c 




H >> 



99 




ERIC 



1-^ 

00 



M 
OS 

H 



O 
CO 



H 

a 

H 
cn 

8 



CO 

G ♦ O 

M (U J3 

c c 



I 

c 

g 

>, 
o 



c 

O o c 
I i 

0) U-4 u 

0) O 
(0 (0 



13 13 C 

<U <D o 

ecu 
CO (/) 



c^J CO 

c 
w 

CO a; 
O 



rH c 

<u o 



o 



o o 

•H X 

> iJ 

to 

>> (U 

U (f) 

r-4 O 

CO 

o o 

(0 

U TD 

<U (2) 

c 

•H 

^ 0) 

•H C 

J-i X 

(J <y 
w 

0) (U 

Q > 

• O 



CJ 

CO (U 



c 

CO 
u 
u 
o 

C3 B c<* 



(0 • 

(U (U 
3mi (J 
C 



CO CO 



c 



C 

■HOC 
CO CJ .H 

ID \ 

o <U ^0 
U CO 



O (U 

u 



o 
o 

CJ x: 
CO CO 



0) CO c 

CO ^ 'H 



CO 

o 



00 

o 



CO C 



c <u 

•H 00 

c 

CO d 
d CO 

CO 



CO 



c 

c 

CO 

CO CO 



o x: 



CO x: to 

O r~i ^ u 

y> X c x: 
> 



CO C 

CO 



c 
o 



CJ Q) 
CO 

•H C 



0) O 
CO O 

o to 



o 
a 

CO 'H 



CO 
O 
•H 
00 

o 



> 



(U to 
jr 00 

CO 

c 

CJ 



o 

to 
Q) 
> 







1 








•a 


u 




•H 




x: 




<y 










0 




0 


C 


<y 






•H 




c 


•H 


00 


•H 








to 




c 








0 


rH 


to 






c 




x: 


CO 


Q) 


x: 




•H 






43 


U 




rH 




•H 


u 


1 




to 


0) 








C 




•H 


to 


rH 








CO 


x: 






(0 






B 




x: 






CO 








0 






B 


0 


c 


<u 


•H 










0 




wh 


to 


c 


0 


•a 


to 






0 


C 


0 








C 








(U 




c 


•H 


<D 




p. 


a 








X 


to 




CO 


CO 




iJ 




<u 


c 


CO • 


to 


/-« 




u 


to 




Q) 




CO 




c 


0 




<U > 


CO 




to 






0 


X 




u 






✓ — \ 








0 


•a 


rH 






x: 


0 








<U 


c 


u 




G • 




c 


•a 






u 




rH 


•H 


c 


CO 


to 




C 








rH 


0 




(U 


rH 




c 




B 






CO 


C 


X 


c x: 


CO 








•H 


ua 










c 


5 








C 'H 






rH 












rH 




CO C 




'H B 




CO 




CM 


^ CO 


m 


CX 0) 




a. 





> 

M 

H 



100 



HOW PERSONALITY GMWS 



00 
00 



ERIC 



When you think about your per- 

sonalityv you probably think about 
the person y.u exe today. But how 
did you get that way? To answer that 
question we really have to under- 
stcoid how personality grows and the 
things that affect that Jjrouth. 

Picture yourself as a new-born 
xnfont. You wanted what you \/anted 
when you wanted it. And you let Ihe 
World know. Of course, you didnH 
always get it irwnediately. It took 
time for your bottle to warm up or 
for other to get to ^ou. In having 
to wait, you faced the first conflict 
between what you wanted and what you 
could get. 

Afi a little ohlld, you orUd or 

fought to get your way. You felt re- 
bellious when you didn* t get \ihat 
you wanted. You didn't reason, you 
didn't consider others, you were only 
concerned with your own wlshea, your 
own bawic drives. 

We are all born with basic, bio- 
logical drives. They are an essential 
part of our equipment for living. Psy- 
chologists have listed and classified 
many of them. Here are a few: 

1. Aggression or the drive to sur- 
vive 

2# The sex drive 
5. The hunger and thirst drive 
4. The drive for physical activity 
The drive for growth (which in- 
cludes aental, emotional, spirit- 
ual, and physical growth) 

These drives have to be satisfied. 
Even as a baby you instinctively felt 
this. The thinj^* you didn't know was 
that your need to satisfy those dvrves 
often Conflicted \^th the needs of 
others. Wh©n you v/ere hun^^ry in tlie 
night, you wakened and cried with no 
concern for you tired i.tot..er. You 
hadn't yet learned to think rf anyone 
else^s v/elfare. You didn't know that 
the world into which you were born v;as 
seen going to expect you to consider 
others and to be co-operative , honest, 
and loyal. But slowly your parenta 

101 



and others around you taught you 
these social standaids. They taught 
you thc\t you had to control :^nd dir- 
ect your desires and that you had to 
learn the difference between right and 
wrong. 

Of course, the battle within you 
continued. There were many strug^^les 
between what you wanted to do and 
what you were allowed to do. Leai*ning 
the habits and conduct that others 
expected of you wasn't easy. You 
probably wondered often why you had 
to share your toys and eat v;hat was 
good for you. And you probably re- 
fused quite often to follow some of 
the rules set dowii for you by parent,^: 
and teachers. 

LEARNING :> :LF-JISCIPLINE 

If you were fortunate, your parents 
helped you slowly gain control over 
your desires and drivev. You learned 
to gdve up some kinds of behavior in 
order get that smile of ai^proval 
from Hon and Jad. .'.nd tlirough your 
learning exi erience you slowly de- 
veloi'sed your own conscience - a kind of 
inner policeman that tells you v;hat is 
right and what is wrong. For instance, 
when you were very small the only way 
your mother could keep you out of the 
candy box was to keep it out of sight- 
or punish you. you grew older cuid 
lecxned that you couldn't tol'^e a ;jiece 
of cajidy anytime you wantfed it, you 
depended on your v/on conscience, not 
your mother, to keep you from eating 
the whole box of candy. You were 
learning self-discipline. 

At the sa',ie time you were also 
learning to "sublimate." According to 
tlie dictionary that means to redirect 
your urges from activities society 
doesn't approve of into activities that 
are more desirable. Sports of all kinds 
for example, give you a chance to "re- 
direct" your a^^gressive urges. V/hen 
you feel irritated with the world, in- 
stead of getting angry with a friend, 
you can try benting him on the tennis 
court. Sex drives that society re^^uires 



you to control ^nd sublimate c.,n lead 
to creative activities like art and 

.T.'jSiC. 

All parents are eager for their 
children to le ''good" boys and girliJ* 
But soj»ietimes they are too eager* 
They issue too many "don'ts" too early 
and are too hard and too strict. The 
child never has a chance to learn self- 
contk)! or to mvke his own choices^ 
The control ail cor.ies iroi,i his ^ arents* 

Some parents bend too far "the OthOT 
v;ay. In their eagerness to give their 
child love, they neglect tLe discipline 
that a child needs if he is to learn 
what is expected of \\im^ 

Discipline is a necessary part of 
living, but it uust be learned gtad- 
ualiy or tne two force© of whAt you 
want to do and v/hat others ex;ect of 
you will get out of balance. 

Then, either of two things ..lay 
hap^.en: 

1. If your drives aire too strong 
and uncontrolled, your behavior be- 
comes undesirable. Your wishes pro- 
bably clash wit.i those of other people*, 
but you always do as you please, 
noring the ether fellow. 

2. If your conscience (that's your 
inner control) is too strict, you be- 
come too hard on yourself* I'ou worry 
over every fault and failure. You 
feel guiluy about everything you do 
that isn't exactly right. You may be 
unable to live comfortably in your 
social world. You may vdthdraw from 
peo2;le and beco.iie unable to ex^orese 
yourself. You May also seek relief 
through continual tiredness or illness- 
headaches, upset stomach, or oth »r illf^i 
Balance between tho two forces if' what 
you want. 

Few of us ever completely outgi*ow 
this struggle between the two forces 
of what we want to do and what is ex- 
pected of us. You are probably still 
facing it* You may still refuse to 
follow certain rules that ad^l^S||^r> 
pect you to follow. But, for thlU^t 



part, you have probably learned to 
want to do what others exi^ect of you* 
And, in growing up, you have copied 
the behavior of your parents or other 
adults you like and trust. 

Uhen you have learned to keep a 
good balance between your desires and 
what society expects of you, you have 
truly grov/n up. The mature well-ad- 
justed person is the one who thinks of 
other people •s hap^.iness and comfort, 
even though he may have to give up 
some of the things he wants to do. 

In the s: ace ;orovided, ind -irate 
whether you think it's the k-ind of 
training that uiM holp the child 
balance \;hat he wants to do with vilK-a. 
people expect of him. Kxpln in .yur 
reasons. 

1. lirs Smith told Mrs. Jones: I 
know Ti;.imy*s destructive when he 
scribbles on the livin--ix5om wall, but 
he's so little 1 just liate to say 'no' 
to him. He'll have it h-u-d enough 
later on." 



2. Jack said to his father: "I'm so 
mad at Jim I'm going to sock him next 
time I see aim.'' Jack's fc.ther re- 
plied: "Your' re getting to be a big 
boy now, Tliere are other ways of 
settling a quarrel besides socking* 
Can't you talk the matter over \;ith 
him? If you have so much energy, why 
don't you try to wear some of it off 
on your new punching bag?" 



3, '*Good little girls are seen and 
not heard." Jane couldn't remember 
how i.iany times her mother said that to 
her* \ihen Jane was in high school, 
she was very quiet and took no ^)art in 
school activities* 



o 



Are **out-of-balance"personali ties 
hopeless, or do you think people can 
do something to achieve better bal- 
ance? ^ Explain. 
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FOLLOWING DIRECTIONS 



1- Read everything before doing anything. 

2. Put your name in Mie upper right-hand corner of your paper. 

3. Circle the word "corner" in sentence two. 

4. Draw five circles in the upper left-hand corner of your paper. 

5. Draw a square around each circle. 

6. Put an "X" in each circle- 

7. Write your name under the word "Pre-test." 

8. Next to the word "Pre- test" write "Yes. Yes. Yes." 

9. Put a circle around each word in sentence 6. 

10. Draw a triangle in the lower left-hand corner of your paper. 

11. On the back of your paper multiply 5 x 20. 

12. Underline the word "paper" in sentence 4. 

13. Call out your name when you reach this point in the test. 

14. If you think you have followed the directions up to this point, call 
out, "1 did!" ^ 

15. on the back of your paper add 90 + 7. 

16. Draw a circle around the answer to number 15. 

17. Put a square around le circle in question number 15. 
Count out loud in your normal speaking voice from one to ten. 



18 

19. Subtract 6 from 10. 



20. 



Now that you have finished reading carefully, do only senctences 
number 1 and 2. 
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SAFliTY RULES AND CilARADES 



WEAi^ SHOP CLOTHING APPROPRIATE TO THE INSTRUCTIONAL ACTIVITY BEING 
PERFORMED. 

You are wearing low quarter shoes instead of boots while welding. 
A spark drops into your shoe. 

CONFINE LONG HAIR BEFORE OPERATING ROTATING EQUIPMENT. 

You have shoulder length hair. You are operating some sort of 
rotating equipment. You have forgotten to tie your hair back and 
it gets caught in the machine. 

ALWAYS WEAR SAFETY GLASSES. USE SUITABLE HELMETS AND GOGGLES FOR 
WELDING. 

You have just one more weld to make. You decide not Lo put your 
goggles on. A spark flies into your eye. 

REMOVE TIES WHEN WORKING AROUND MACHINE TOOLS OR ROTATING EQUIPMENT. 

You have stuffed your tie inside your shirt front instead of removing 
it. You are running a sabre saw. Your tie works out and gets caught 
in the saw. 

REMOVE RINGS AND OTHER JEWELRY WHEN WORKING IN THE SHOP. 

You forgot to remove your ring in the shop. You get it hung on a nail 
head sticking out of a board you are picking up. You try to drop the 
board. It twists and tears the flesh from your finger. 

CONDUCT YOURSELF IN A MANNER CONDUCIVE TO SAFE SHOP PRACTICES. 

(Choose a classmate to help you in this charade.) You just can't 
resist picking up a scrap of wood and throwing it at one of your 
friends because you know he will duck. He doesn't. 

USE SOAI' AI-ID WATER FREQUENTLY AS A METHOD OF PREVENTING SKIN DISEASES. 

You have been using acid in soldering. You are in a hurry and do not 
wash your hands. All at once you discover your skin is badly 
irritated. 

KEEP ALL HARD TOOLS SHARP, CLEAN, AND IN SAFE WORKING ORDER. 

You arc working on a lawn mower with a greasy wrench. Because of the 
grease the wrench slips off the nut and hits you in the head. 
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LISTENING 



ON 
ON 



Is listening important? 



As adults we use language in this order. 

a. Listening 

b. Speaking 

c. Reading 

d. Writing 

Language is either oral or written. 

"We can read faster than we can listen." 

"We think at about the same rate we read." 

"Listening is done at a slower rate and because of this, the two must be brought 
into focus." 

How is information related to what is already known? 

We fill in the time between listening and thinking with any related infor- 
inf ormation. 

There is a difference between listening and hearing. Every seventh second, 
the auditory nerve is inoperative and realigning because it cannot take the 
constant bombardment of sound. 

Reading and listening is related to: 

1. the act of seeing 

2. perception is the mean unit of language 

3. comprehension is related to the known 

4. taking what we know and using it is utilization. 

Twenty Principles of Listening 

To listen effectively is an art. Listening well requires conscious attention 
to these things : 

Awareness: The mind can direct itself to oi.ly one detail at any one txme. 
Therefore, we cannot talk and listen simultaneously. We must concentrate 
both visual and mental attention to the other person. 

Focus: Keep the mind receptive to what is being said. Try to grasp 
th2 speakers meaning and feeling. Avoid any negative aspects of the 
other person. 

Summary: Ask-what has been said? What does this mean? Pause before 
responding. Think, then answer. If interrupted, stop and refocus on 
listeningi 
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IDEAS FOR TEACHING OF LISTENING o 

o 

Read paragraph orally and have them listen for: 

1. main ide:*s 

2. details or facts 
Write notes at end. 

Have students submit questions that can be asked of the class after his 
oral report is given. 



Word of the Month Club: 

Choose a word that is of interest to you (student) 
Present an oral explanation and definition. 
Write on the board. 
Present a short test when finished. 



Inventory : 

What did we learn? 
Summary 

This is good for class end. 



Games : 
Numbers 

In grandmother's trunk is: 

I went to the store and got a pound of butter, I went to the store and 

got a pound of butter and a quart of mlk» Continue this# 
What's in a word: 

give definition 

then first word 

then number of letters 
Twenty Questions: 

YES or NO answers only 
Listen to recordings and listen for examples of illiteracy 



To emphasize listening loss: 



ERIC 



Have three or more students leave the room. 

Read a short article to the remaining students, (Be sure the article has 

more facts than they can remember to emphasize listening loss,) 
Have member of large group tell one of the three the story they heard. 
Then that person will tell the second of the three. 
Then the third will retell the story to the class. 

This illustrates that we add things not heard. We say things that are 

wrong (twist facts). 
We leave out importar*: information. 

There were primary and secondary sources of information 

Discussion questions: 

Why v:^^e or are certain facts remembered? 
Why is there listening loss? 

1, We try to remember too many facts. 

2, We discard seemingly minor details. 

3, We listen and hear only what we want to hear, 

4. We don't hear, 

5. Poor accoustics. 

6. Words not understood. 
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HOW NOT TO TEACH LISTENING 

Oral reading of stories in a class. This is okay for poetry. 
Repetition of answers given to oral question. 



Encourage that answers to questions be directed to members of the class- 
Kids become poor speakers because they give answers to teachers rather 
than to class. 



Students become sloppy because the teacher repeats. Instead, have 
students repeat so the class members can hear. 



Oral reports need to be followed up with questions from listeners. This 
also encourages more meaningful questions. 



Ways to teach listening more effectively: 

1. Prepare 

2. Set up purpose; there must be a purpose for listening. 

3. Present meaningfully. 

4. Followup. 
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Tweniy Principles 

■ Most people liston but lew hear 

■ In.ihilily— or unwilhiiqriosfi — to listen is Uie niojor 
rouso of poor co:nnMini( .lUufiS 

■ Poor listening riuNins poor concentration Which 
means a large ego 

■ A nwMor index oi eniotionji ni.ilurity is the ability 
to listen 

■ Pretend you have no voice Not only will you 
interrupt less, you will \ieat tat better. 

■ Observe the good listener, even his physical pos- 
ture shows concentration 

■ If It's worth saying, it's worth listening 

■ Notice how often a poor memory goes with a 
poor listener. 

■ Speak with enthusiasm but hsten with calmness. 

■ A top professional at anything is a master listener. 

■ For one full day. speak as little as possible. 

■ If you must speak, ask questions. 

■ An interruptor is usually guarding a closed mind. 

■ Poor listeners, shuffle papers, look away, change 
the subject 

■ Gond listeners* stop the phone, look you in the 
eye, give you all the time you need 

■ A qreat control for social or business tension is 
the practice of the art of listening 

■ Disastrous decisions fiavo been made by key 
people because* they "tuned in" on the other person's 
appearance or personality instead of on what that 
person was really saying. 

■ To listen with art. practice a listeiiing attitude, a 
listening posture, and concentration 

■ There is no such thing as an unpopular listener 

■ To succeed, one must understand To understand, 
one must hear To hear, one must listen' 
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INTERVIEW 7JESTI0NS 



' * ' i,^. ' 'NT' searching or superficial, depending on tne tvpe of joD you 

<ire ^evtviiHy ano the lechfii^uvs ubeO »:>y the Interviewer. The direct questions listed below are 
the "^r^ri vou nia> be a>ked and are designed to evaluate your skills, backgrouiid, education and 
work experience. At the same time, the interviewer will be asking silent questions about your 
willingness to work, your ability to get along with your supervisors and fellow workers, and 
your futjre worth to the company. The silent questions are listed to the right of the direct 
quest 1 ons . 



INTERVIEW QUESTIONS 

Job Qua 1 1 f icat ions 

Why do you want to be a 
Wna I are the du t i es of a 



Why did you select our co«:pany7 

What skills, training, or experience do 

you have that will help you do this job? 
What jobs have you held in the past? 

Describe your work at . How long? 

Did you receive raises? proniotions? 
Why did you leave? 

Did you like your work? boss? fellow 
workers? 



SILENT QUESTIONS 

Is this person really interested In this kind 

of work or just shopping? 
Does he know about our company? products, etc. 
Is he a job hopper? 

Has he progressed on his previous jobs? 
Is he realistic in selecting the kinds of 

jobs he can do? 
Does he have a mature view about the world 

of work? 

Does he get along well with his supervisors 

and reilow workers? 
Does .1; so -m to have enough drive to succeed? 
Leadership potential? Wi I I he be a valuable 

emp I oyei- ' Make money f or the bus i ness? 
Does he really have the necessary skills and 

t ra 1 n 1 ng? 



Educational Background 

What high school did you attend? Graduate? 
What Subjects did you like? dislike? 
What were your grades? attendance? 
tard i ness? 

Did you get along well with your teachers? 

counselors? administrators? 
What activities did you enjoy? clubs? 

school offices? 
What were your difficulties in school? 



Has this person shown enough drive to get his 
d i p I ofiia ? 

Oo his grades show a serious attitude? 

Has he been on time and attended regularly? 

Does he get along well with people in 

author i ty? 
Does he get along well with others? 
Is he sociable or a loner? 
Does he have leadership potential? 
Has he suc;^oeded despite difficulties? 
Does he h<ive necessary educational background 

io leain the job? profit by inservice 

tra i n i ng? 



Personal 

Oo you live with your family? 

Do you Support or help your family 

f i nanc I a I I y ? 
What kind of work do your parents/spouse do? 
Nov/ long at present address In cily? 
Do vou h<ive brothers and sisters? 
Do you gel along with nienibers of your 

f am i I y? 

Do you have working friends? 
Do you have dependents? 

Do you belong to dubs, community groups? 
What do you like to do in your free time? 

Do you have hobbies? 
How well do you know your personal 

references? 
What kind of work do they do? 

121 



Has this person accepted his home responsi- 
bilities? 

Will he fit into our organization socially 

and em^l M>ful My? 
Is he mature? 

Does he get aloiuj well witti others? 
Is he established In the community or a 
trans lent ? 

Do his activities indicate leadeiship poten- 
tial? 

Oo his tiobbies mdicite useful skills? 



JNTERVIEW QUESTIONS 



Health 



Are you in good physical condition? 

have any problems that will keep 
from doing certain kinds of jobs? 



Do you Mov^ any prooiems tnat will keep 
you from doing certain kinds of jobs? 
Are you frequent I y ill? 
Will you take a physical examination? 

f i nanc ia I 

Oo you contribute to your familO finan- 
cial ly? 

Oo you have personal debts? Pay bills? 
riow much do you expect to earn? 



Future Plans 

What do you want to be ten years from now? 
Are you planning any future training? 
Are you willing to take part in our 
training program? 



SILENT QUESTIONS 



<7^ 
O 



Is he in good health? 

Is he physically able to do the job? 

indication of emotional prob- 

Wi II he be frequently absent? 
Does he have physical handicaps? 



Does he have a mature attitude about 
f inances? 

Will he be likely to have financial dif- 
ficulties? attachments? 

Is he realistic in terms of expected salary? 
benefits? 



Is he willing and able to profit by future 
tra ini ng? 

Does he have realistic vocational goals? 
is he pursuing them? 



is in money and not in tL job itse?f -press.on that your main interest 

the interviewer fo? Ms tile. '° """"^ '"'"^^ °''«"'"9S. Be sure to^hank' 



JOB CANDIDATE INTERVIEW EVALUATION SHEET 



Pi rect ions : 

Circleonenumberonly for each item. (5-Excellent A-Very Good 3-Good 2-Fair .-Poor) 



. Prompt 

2 . We M groomed 

3. Sui table dress 

A, Maintains good posture 

5. Polite 

6. Wei I mannered 

7. Good habits 

8. Wei I informed 



5^321 
5^321 
5^321 
5^321 
5^32 
5^321 
5^321 
5^321 



I 



9. Shows confidence 

10. Frankness 

1 1 . Good d i c t ion 

12. Good grammar 

1 3 . Cooperat i ve 
lA. Enthusiastic 

15. Asked questions 

16. Ma t u r i t y 



5^32 

5^32 

5^32 

5^32 

5^32 

5^32 

5^32 

5^32 
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MATCH INC; 



CM 

r-4 



ABBREVJM'IONS 




TEKMS 


Nec. 


1. 


Clerk 


Wk. 


2. 


Trainee 


Mo. 


3. 


Experience 


Sal. 


4. 


Hours 


Exp. 


5. 


Months 


H.S. 


6. 


Overtime 


P. T. 


7. 


Year 


Clk. 


8. 


Salary 


Advc. 


9. 


Opportunity 


Dept. 


10. 


Part time 


Ovtm. 


11. 


High School 


Yr. 


12 




Oppty. 


13. 


Advancement 


Hrs. 


14. 


Ueek 


Intvw. 


15. 


Department 


Trne. 


16. 


Necessary 



Help wanted ad: 

Secty. little exp. nec. H. S. grad pref. 
Sal. 75/wk. Oppty. for advc. Ovtm* for nite 
hrs. and hols. Bippy Employment Agency, 
210 Clare St. 
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POINTS TO CONSIDER TO ASSURE JOB SUCCESS 



?n'ta?n'^r/L'^' T^^^ ^"^^^^ yourself to your employer and co-workers. Th.y 

m turn are adjusting to you. ^ 

The higliest race of ,mm-so,uuH turnover occurs in the first few weoks jol. sn ,|,.- 

Urst impressions are esiieciaiiy important. * 

The following tips can help you succeed at your jobi 

*Dress appropriately, lind out the kind of clothing you are expected to wear. 

*Your manner. (How you conduct yourself in the presence of your co-workers.) 

All office or plant is part of the adult world and childish behavior 
is out of place, disturbing, and unwelcome. 

Yo„r first task is to learn your new job. Learn it as rapidly and as 
thoroughly as possible. "HJ-uxy ana as 

*Ask questions if you are in doubt about what is expected of you. 

Show initiative and interest and appreciation for the help you receive. 

Get as much information about your job as you can by using libraries, trade 
publications, your company magazine. 

Learn to know your employer's company and how your work ties in with the 
total picture. 

Cultivate good habits: 
Be on time. 

Be pleasant to be around. 
*Be systematic in your work. 

Bo at work. 
*B«.! accurate and neat. 

Be conscientiou-; 
*Follow rules and regulations. 

*Work well with others: 

How well you get along with your co-workers can mean the difference 
between satisfaction and dissatisfaction with your job. 

*Don't expect the group to adjust to you. They got along fine before 
you arrived, and it's up to you to win their friendship and. respect. 

Getting along with the boss. 

Your performance and progress on the job depend on how he sees you. 

Your good liabits will impress him. 

The conscientiousness and punctuality will impress him. 
*.Show him respect but avoid false humility and apple polishing. 
Try to see his side ,nid understand liis position. 
*Learn to he .1 good li.stener. 

Lo..k for ways of improving your Job, but don't be too quick to 
.sugge-st ciianKes. Make your suggestions d ip 1 omat i cal 1 v. 
hML i» you wish to progress you must he prepared to do-v^iir job better than anvone 

— el«e, by developing gre.iter skill and understandinlXS ' 
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STEPS IN ROLE-PLAYTNG 

Preparation and Selection: 

■I. Select the proble 
2 • 



3. 
4. 

Audience Roles 

1. 
2. 



Discuss aspects of perfonnance and exore^^i^n 
Explain exact role each actor wiU 1?"^'"'°"' 
Explain role the audience is to pla;:"-"* 

Should be looking for specific points 

tne action and reporting on it. 
a. General interaction 

tne major role participants. 

Dramatic Action and Discussion 



Evaluation 

The 



^^^^^^^^r^ - accesses and failure 
effects of role-piaylng shoi^d h; ? P"^P°ses, procedures and 
the need for additional role m ^ ^^'"^ '° decisions about 
can be made. '^ole-playmg or reenactment of the scene 
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APPENDIX: RESOURCE MATERIALS FOR 
ROLE PLAYING 



Many types of rolc pUymg cxirtiscj) arc iiuiiidcd in Ihis Appendix.* 
St)inc are luosi appropriate (or elementary xhool students, others arc de- 
signed tor intermediate or ^e^on^^ary nhool students Many areas of in- 
terpersonal, mtergroup. lominumly. and atadeniu expencnu' are presented 
in these examples They are only examples. ho\^e\er. and the tea(.her 
should scletl those kst suited to the needs ami abilities ot his class, 
rephr.ist or modify them, or acalc new ones as he stts hi 

/. Warm-Up Exercises 

A, These exercises arc basically pantomimK and require a minimum 
of emotional involvement and expression. They may be effective for free- 
in/;; inexperienced or withdrawn students to perforin in front of their peers. 
Where multiple endings are given, the leather tan select only those he 
prefers or ^ivc them in succession to one or to different students 

1 Pretend that you are walking through \ery deep snow -on 
marbles, —through fallen leaves 

2 Pretend to eat' — an itc-efcam tonc a potato chip a lollipop 
- a pukle —a toasted marshmallou - totton candy —a lemon. 

^ With another student or in .1 unle of students, pretend to toss back 
and torth' —a baseball. - a basketball- • a ihunk of ice. a feather, 
a porcupine - a pillow a very hot potato 

I Show the dass what )ou would do if: \i>u had jusi walked five miles, 
the temperature got up to 9^ in the shade you tried to lift some 
barbells. — you had a blister on your heel but were late for school 
— you had a cinder in your eye. - you had to larry a full pail of water 
without spilling any. 

^. Without using any objeits. show the ilass how you. -brush your 
teeth in the morning. — nail two boards together — put on a pullover 
sweater 

6 Stand facing another student. When he makes a movement, pretend 
that you are his reflection in a mirror. Keep this up until you can do 
It well, then change roles Make your moves slowly at first, don't try 
in trick the other person 

Read aloud from one ot your sihoolbooks. pretending that you have 
a mouthful: - -of marbles. of straight pins —of peanut butter 

•borne of the exeruses were uken from v>ork done by Rosemary- I ipniti on 
NIMH Gtanr OM )76 



Kole-P laying Methods in the Classroom 
Mark Chesler and Robert Fox 
Teacher Resource Booklets 
SRA p. 6/4 
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UliAT MA\AGKMENT WANTS 
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'I'm sorry, Miss Jones, but we just don't have any opening for you/' 

You c^ro probably still <i little young to have heard this sontciuo or one like it 
directed to yon, but some day in the future you may very well experience the 
fooling of having not boon accented for a job. The reasons why neople are not hired 
are long and varied, but, in general, employers have some basic ideas as to what 
they don' t rant and what they want in an employee, A group of employers in 
California gave the following as reasons for not hiring job rpplicants: 

!• Kducat ional requirements could not be met. Most employers require 
a high school diploma as basic qualification, higher degrees of skill 
or training for specific types of jobs, i,e, shorthand for certain 
types of secretarial jobs, 

2. Failure to meet minimum company test requirements, -tost companies 
use some form or other of objective test, either single test or 

a battery. 

3. Lack of skill or experience in jobs available. 

4. Personal qualifications , i.e., attitude, appearance, personality, 
verbal expression, 

5. Physical and/or medical reasons, 

6. Poor references, 

7. Security reasons. 

8. Unsatisfactory scholastic and/or attendance record in school. 

You can gel a good idea of what employers want by studying the application forms 
and the interview forms they use. We will look at one or two of the forms shortly; 
however, first we shall look at some of the major requiremnts for a person wanting 
his first job iu a company. Requirements seem to be: 

1. Acceptable attendance record both at work and school. 

2. At:ceptable behavior record. 

3. Acceptable past employment record. 

4. Career interests, 

5. I^igiiteen years of age, 

6. High school diploma or equivalent, 

7. Minimum scores on tests, 

8. Personal qual i Ci cations ; physical requirements. 

9. Requisite skills for specific Jobs, 

Kmployers want the best ompLoyeo they can get. The companies to which vou will go 
in soaroh of your first job tell you that there are certain things you can do thnt 
will improve your chances of being hired. Following is a list of the important 
preparation.'; omployors think ^ou need: 

1, People applying for secretarial or clerical work need a better under- 
standing of grammar, spelling, simple mathematics, typing and shorthand. 



ERIC 



9^ 135 



2. There ntieds to be a better underst.mding of arithmetic, firumniar, 
and spelling for everyone. 

3. Students should learn how to act in a business office, how to 
dress, and that ^'good results" will be expected and required of 
them by their employers. 

4. Students should learn how to apply for work, job interviews: should 
be aware of importance of personal hygiene, courtesy, and employer- 
employee relationship. 

5. Students should be "'directed toward a field or vocation which is 
reasonable in terms of their individual skills, aotitudes and 
abilities." 

6. Students npnd to be nwnre of the outlook for employmont in an are.-i, 
tlie waKGS, and the nature of preparation that is required. 

7. Students need to lv;.rn ln,w to approach and solvo problems. 

8. Students need to learn how to work with otiiers; h(W to pet .ilonp 
with fellow employees and how to take instruction. 

9. Students need particularly to learn about acceptable grooming and more 
appropriate ways to dress. 



Taken from; Vocational Education . AJjessa ge from Business . California Assoc 
of Secondary School Administrators, 1965, written by William 
N. McGowan. 
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WiiAT IS AN .\PPRF.NTICK? 



An appreruico is a worker \.'ho i\oes through <i sLop-by-step loarninK prograiv 
to bocome a joumeyman, craftsman or mechanic in a recognized ski I led trade which 
will take two or moro years. The length of the training program depends upon 
a written agreement, altiiough sometimes it is oral. In most skilled occupations 
the training program lasts from three to five years. 

There is a Federal Committee on Apprentices that sets standards to assure 
that the apprentice wiil gain skiils and proficiencies necessary to a craftsman. 
The committee requires that an <ipprentice be trained under a schedule of work 
experience on the job and in related instruction, and that he be regularly rated. 

An apprentice is taught use, care, and safe handling of tools and equipment 
used in connection with work. Classroom work is required in subjects related tc 
techniques of the trade. Many junior colleges offer courses for apprenticeship 
programs . 

Characteristics of the Job 



CM 



Occupations with apprenticeship programs are usually highly regarded, not 
only because wages are high for journeymen, but because supervisors and managers 
often apprentice-train. 

Apprentices usually receive half the hourly wage of the journeyman'^ at Che 
beginning of the training program with gradual raises until the end of the nrogram. 

If tiie apprentice needs handtools in the trade, he mav get ''hem on his own 
or funds may sometimes be advanced by tlie employer. In some cases tiie ermlover 
loans the apprentice the tools. 

Most trades with apprenticeships are highly unionized. 

The apprentices may be moved from one employer to another to help him gain 
a variety of experience in all branches of a trade. 

Qualifications 

High school graduation or similar qualification is generally preferred. 
Even where it is not required, high school education, v/ith emphasis on courses 
in mathematics, gives an apprenticeship candidate an advantage in nearly all 
programs. Vocational courses in high school are helpful. Basic arithmetic is 
required for most apprenticeships. Young men bet^^een the ages of 16 and 24 are 
p referred. 

Cha racteri si t i cs of applicants 

The applicant must be accurate, p<itient, and <ibie to foll<5W complex instructions; 
must he resourceful; usually have manual nnd finger dexterity. 

\'A\\\) 1 oymen t p rospe c Is 

Opportunities for aj)prentices are limited in most fields but varv amonj^, 
trades and communities. Usually there are many more applicants than openings. 
Jobs are almost entirely for men. In one state, out of approximately six million 
persons in the industrial, technical, production labor force, there are only 
23,000 persons in apprenticeship programs. 

5* Journeyman - an experienced reliable workman in any field. 

ERIC i40 
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Advancement Opportunities 

Wage and skill advancement, generally taking place at six-month intervals, 
arc determined by agreement within industry, I^fhen the training period is 
finished, the apprentice receives a certificate of completion, and he assumes 
a journeyman status. His advancement may then be to foreman or other supervisory 
and sometimes managerial positions. In many occupations that have apprenticeship 
programs, the worker may sometimes set up his own business and be self-employed. 

Wi iere the Job i s Found 

The person seeking an apprenticeship should apply to the local offjct- of the 
State Hmployment Service. He can also apply directly to the appropriate labor 
union, contractor, or employer associations, local joint-apprenticeship training 
(committees, or directly to employers. 

A list of apprenticeable occupations Is available in the Bureau of Apprentice- 
ship and Training publication, Apprenticeship Training - An Investment in Manpower . 
For information about apprenticeships available in broad occupational areas, see 
the U. S. Department of Labor p-^mphlet. Job Guide for Young Workers . 



Taken from: Chance or Qioice , Alameda, Calif. County Schools. 
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From: Choice or Chance , Alameda, Calif» County Schools 

APPRENTICESHIP TRATXING PROGRiVMS 
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Asbestos Worker 

Auto Machinist 

Auto Mechanic-heavy duty 

Auto Upholsterer 

liaker 

Blacksmith 

Bricklayer 

Carpet Layer (linoleum, soft 
Cement Mason 
Drywall 
G lazier 

Hardwood Floor Layer 
Iron Worker-Reinforcing 
Lather 
Locksmi th 

Meat Cutter-Sausage Maker 

Mi lli^7 right 

i'lolder & Coremaker 

Ornamental Iron Worker 

Pattern Maker 

Pipefitter 

r 1 as te re r 

Plater, lOlectro 

Print i njv Pressman 

Kegriperation and Air 

Conditioning 

l^oofer 

Sprinkler f i tter 

Steamfitter Welding 
Tilesetter 



Auto Body Fender Ref);{ir 
Aiit o Mechan i r 
Auto Partsman 
Automotive painter 
Barber 
Boi le rmaker 
Carpenter 
cile) Carpet Stitcher 

Electric Motor Repair 

Grinder-Metal Polisher 

Inside Wiremen Electrician 

Iron VJorker (Stru, Steel Fab.) 

Lithop.rapher 

Machinist, Bf*nch 

Mill Cabinet - Cabinetmaking 

Molder, Bench 

Operating Engineer 

Painter 

Photo Engraver 
Plant Equipment Operator 
Plastics Laminates Fab. 
P 1 umbe r 

Rattan Furniture Repair 
Rigger 

Sheetmetal Worker 

Stationary Engineer 

Surveyor-Chief of Party 
Welder, Comb inat ion 



142 



CO 



o 
-a 



c 
o 



e 
u 
o 

c 



u 

o 

u 



00 

c 

•H 



(0 



(0 

o 

0) 



0( 



<: 

a: 
<: 

U 
U] 

CO 

Q 

H 
t/> 

o 
o 



■H 



.-J 
> 

Q 



O 

Q 
U] 
H 
CO 

to 



ERIC 

































Cy 














* 












00 










CO 














•H 










fH 


U 










fH 












•H 






CO 
















4J 






:^ 






CO 














0) 




M 






u 


4J 
















MATE 


0) 




texts 


od le 






<u 






0 






00 




00 






o 




CO 






:=) 


rH 






UH 




o 


CO 






0 




RES 


e cat 




u 

o 


pies 
ix B 






00 


CO 








o 




•H 


0 c 












C 0) 










00 CL 






O 




d 


>^ Q. 






u 












<u 




CQ 


0) 






4J 


u 




0 • 






4J 


0) 


X 


•H 0) 


cO (U *H (W 




0) 




•H 


4J 0 


0 J3 fH 




fH 


ij 




0 fH 


^ MH ^ 






0) 


C 


CO 0 






U4 


fH 


0) 




^* c to 




O 


B 




cx 0 


cO *ri *ri fH 
|C CO 




0) 


O 




CO to 


CO *0 M C 






s: 




•H 


a <i) 0 


c 






0) x: 


0 CJ (0 


M 


(1) 




0) 




•H cO W 




O 


CO 








c: 
o 


u 




u 0 


0) vH 0 


CECl 


CI 


0) 


• 


fH 


1-J <«1 - * - * 

>* Q) *ri V *ri 




u 




TD 0 


M «M 






0) 




0 'J *W 




c 




CO 




0 ?3 rH 0 


CED 


CO 




CO 




fH cO VM 




O 


0) 


X! GO CQ 


>k 9 c« 0 0) 


4J 






CO 


0 0 c) 


JGGESI 


CO 


u 






cO X! CO ^ 


g 


o 


'D 


US <H 


(0 0) M t-t (Q 






CO 




(0 0) CO *o 


o 


c 




0) c 


0) w a. cx -H 




o 


0) 


0 0) 






03 


0) 






0) «J CO 0) CiO 


u 




^ cx 


C *J 4J ^ 




0) 


0) 




CO < 


(DC <U 








(1) 


W fH 0) t3 x: 




O 






x: 4J 0) 


(1) fH 4J 




0) 




0 


0 4J 0) 


4J 0) d 3 










CO 0) (/> 


^ x: ^ 0 c 




Q 




CO 


W fH ^ 


<; A> CO 0 fH 


VITY 












M 


00 










H 


c 
























Letter writ 











o 

CO 



a: 

H 

o 
o 



8 

Q 
U 
H 

cn 

Ui 

o 



ERIC 



o 

0) 



5 



c.: 



• ) 

••'4 



H 

CO 

uu 
o 
o 
:=« 
w 



u 



fX4 



5 

H 
CO 

o 
o 











0) 




D 






CO 


•H 






3 




rH 


CJ* 




o 


(U 




o 












O 






CO 


o 






(U 




"Sb 


D 






fH 




/•« 








> 










o 


c 


















Q) 




rH 


fH 










> 


fH 


c 




»H 


o 


rH 




•H 














o 


CO 












c 


a 




(U 


(U 


o 




u 


o 


D 


a 


> 


4J 






CO 








(U 


s: 




(U 


u 




u 




t> 






M 


<j 


-a 


H 






U 


u 






o 


CO 












o 


o 


CO 






4J 






O 






(U 










o 






M 




t> 




CO 


















> 


la 


CQ 




") 








U 


o 


o 


►H 


o 


tu 


fH 




►H 






C-> 






;u 


s 


»% 


c 




CO 





H 



M 



H 

CO 
O 

i3 

CO 



r: 

> 
<: 













Q 








Q 
























c; 






















CO 


















Q 


CO 




o 


Q 








fH 


(U 






iJ 


•H 


o 


C 




)^ 


(4 




o 


X» 


iJ 












fH 


fH 




fH 








O 


c 


c 




O 


o 


o 


CO 


x: 


•H 


•H 


(U 


o 


4J 


4J 


CO 


CO 




(0 


•H 




a 


CL 


O 


*-» 


3 


3 




60 


O 


O 


0) 


•H 


o 


O 






o 


o 


U4 

































































o 




















fH 
























3 




















(d 






fH 


















CO 


























O 


CO 




































(U 






o 


















c 




















c 








c 
















o 




















(U 




» 


o 


(U 






CO 










•H 




















00 




CO 


CO 






c 










4J 




CO 




















u 


Q) 






o 










(0 




fH 




















(0 


s: 


U 






•H 










o 




fH 






'J) 










CO 


oc 


01 


00 


a. 
















3 




•H 






(U 










•H 


o 




•H 


0) 






o 














^ 






•H 










c 


(U 


CO 


x: 


u 






ru 










(U 




CO 






it 


se 








ur 


00 




^^^ 


m 




(U 






U 






e 




c 






> 


•H 














O 


uio 




nc 


ns 




o 






ro 




•H 

(0 






•H 
4J 


Od 










c 


is 


Q) 


fH 




(U 
















4J 






o 










o 


o 


fH 


3 


a. 




00 






Q) 


























•H- 


•H 


00 


rH 


•H 




•H 






4J 






CO 




(U 








o 










4J 


c 




TD 




fH 


o 




(U 






(U 




o 






c 










:j 






> 


4J 




el 


fH 
fH 




pi 






iu 










•H 


cs 








CO 






rH 








O 




a 










O 






c 


•H 










o 




<TJ 






C 






o 






> 








(U 


o 


4J 








o 












•H 






o 


c 












> 


•H 


CO 








(U 


c 


o 


Q) 








O 






o 




CO 




c 




o 




•H 










•H 




c 


ID 






4J 




o 


•H 




CO 




Q) 




o 












•8 




'0 




a 




o 






4J 






3 




e 




CO 


Cu 


(U 


CO 








fH 




00 


















o 




a 


o 


•H 


-H 




to 






CA 








0) 


4J 




0) 


u 


CO 


CO 




o 




TD 


U 






*j 


CO 




c 




CO 




0) 


0) 


•H 




u 


0) 




•H 




r-l 






-H 




c 


CO 




CO 


o 




CO 


B 


TD 




fH 


fH 


•H 


cx 


(U 


TD 




(U 


3 




4J 






3 


o 


CO 


•H 


CO 


3 


O 


3 


00 


■H 


CTJ 


CO 


o 








> 




fH 






•H 






3 




o 


o 


fH 


fH 


(U 




0) 


0) 


o 




O 




0) 


u 


0) 








c: 




U 






w 


a 


O 


CJ 






Q 


u 


o 


CO 




Q 


< 


CO 




G 






o 


CO 


o 


> 


•H 


■H 


a 














fH 


CO 


















■H 


o 




a 


13 


M 














< 


(0 




















> 


o 



CO 

I dJ 

CO 

3 3 
O O 
O O 
O 

O 



00 

(u ;^ 
H o 

CL fH 
O O 



CO o 



01 

ID CL 
fH (0 
3 

O O 
CO 

13 
CO (U 
iJ 
(0 



c 

13 <U 

3 j-i 
iJ 

CO CO 

c 

<u o 

6-1 iJ 



13 <U 

iJ c 

CO O 
(U 

)-i CO 

(U (U 

iJ CO 



o 
o 

<u • 

(U oo 
jr (d 

CL 



<u o 
u 

•H (U 

Ju 3 

Co 

O > 
CO 

fH fH 

u 

fH 4) 

- . C 

•H (U 

00 

CO <u 

*J ur 

C iJ 

13 C 

3 O 
iJ 

CO (U 

H iJ 



CO 

o 

CO C 



•H 

u 



O 13 
O C 

ur (0 
o 

CO CO 

c 

ur o 

00 

•H iJ 

ur (0 

•H 
V4 o 

•H o 

(U CO 



•I 



EXERCISES 



CO 



A. The following students want a particular career. What courses should 
they take? 



Student 



Career 



Courses 



1. Joe 



Lawyer 



2. Phil 



Doctor 



3. Leah 



Dietician 



4 . Ma ry 



Legal Secretary 



5. John 



Farmer 



6. Jerry 



Mechanic 



7. Nita 



Nurse 



8. Bill 



Salesman 



9. Beth 



Teacher 



10. You 



B. List fundamental skills required in any work (give at least tf»n). 



C. Enumerate five careers which necessitate the knowledge provided by 
your favorite subject. 



ERLC 



145 



> 
u 

I 

H 

c 



'0' 
< 



u 

o 
u 

04 

•H 

CO 

c 
o 

•H 

4J 

(0 
fH 

01 

U 



o 
u 

0) 



O 
O 

u 



o 
o 

CO 



(U 

u 

O 

•H 

01 
N 
•H 
fH 
(0 
0) 



C 

<D 

D 
iJ 

0) 



d 
o 

H 



tt3 



O 

3 



PQ 



"1 
'•1 



H 

CO 

O 
O 



C 
(0 

4J 

(0 

x: 

(U 
N 



1; 



10 



ft} 



c> 

Ui 
H 
c/) 
U 

o 

CD 



o 

(A 



2S 

H 
Q 



< 







'd 












0 






u 






0) 






u 












0 






0 












U 


(U 




(/) 


C 






c 






0 




0 














0) 


C 


Q) 


04 


<D 






B 


s: 


0) 


U) 


0) 


0 


0) 




d 


0) 


0) 


CO 


c 


fH 




•H 


O4 


•H 


0) 


B 


D 


D 


CO 


0 


j3q 











d 








0) 


0) 




•H 




0) 




-a 




0) 










CO 


a 


d 




0 




0 




c 


0 


•H 






u 


0) 


CO 


•H 


fH 






0) 






iJ 


•H 


0) 




}-i 




c 


CO 




6 






>» 


0 


a 


CO 


•H 




fH 


0 


u 


•H 




U 




0 


rH 


u 


0 


d 


1 


0) 


0 


a. 


CO 


*H 


0) 


iJ 




s: 


6 






0- 


M 


u 


0 


0) 


0) 


)-l 


(U 


CO 


0) 






CO 


CO 




cu 


•r-) 




0) 












d 












•§ 


0 


c: 


a 




0) 


0) 


0) 




•H 




iJ 


0) 


0) 




0) 




0) 


0 


•H 






•H 


a. 




3 


U 


CO 


d 






c 


-a 




u 


CO 


iJ 




•H 


d 


> 


to 




CTJ 


CO 




0 


•H 












0 








^ 




0) 




0 




d 






iJ 




CO 


iJ 


•H 


0) 


0) 


0) 


>> 




•H 


fH 


0) 


0) 


0) 


u 


fH 


)-t 


O4 


D 


D 


)-l 


0) 


0 




•H 


0 


u 




0) 


0 


0) 


U 


0) 


0) 




d 


x: 


iJ 


CO 


•H 


•H 




0 


0 


d 


•H 


Q 


Q 


•H 




0) 


•H 


•d 



to 0) 

d )-i 

•H CO 

C ^ 

CO O 'H 4J • 

O iJ CO CO 

H c -d 

C d 03 o 

•H 0) M 0) O 

ox: 0) 0) 

a. :j 'd m 

• 3 

iJ cn -d -UI fH 

CO )mI )mI 'H o 

•H 0) O -UI O 

fH o 4J ^ 

•H 0) CO a 

(0 (0 )-i 

uj d 
d o 

01 o o 

o -H 

0) U CO 0) 

w (0 > •d 
o 

01 fH CO 

CO a -U fH 0) 

i: 0) CO CO M 



CO 



'd 



CO 
D 
O 



CO 



u 
o o 
CO a 



14G 



ill 



ERLC 



u 



o 

B 



CO 



73 

5 



3 
O 

O 



V5 

•a 
o 

0) 



cso 



CO 



CO 
0) 

u 



c 



2 



^1 



o 
o 



<=1 



• > 



H 
CO 

O 
O 



"Si 



"J5 

H 

o 



CO 



(0 



O r- 

U d) 





0 






































c o 




> 


o' 










CO 




1—1 


CO 






(0 


1 






u 






rH C 


< 


o 


c 


<D 






O 0 








Q) 






c o 




y) 










CJ 


ij 


«s 


w 






o 




o 


CO 








c 




0) 


o 


0£» 




(J 


o 


5" 




ao 


C 


•7) 


•H 


O -H 






<u 


•H 






Cu CO 






f-H 




(1) 


u-. 






C 


fH 


CO 




O 


U 


o 


O • 


u 


(0 




O £ 










Q) 


u 






u 






Cm 


C 


CO CO 


da 


e CO 




'/) 


Q) 


u 




o 






B 


o <y 




c 


>-i •(-! 




(U 














O 


O 


0 <u 






•H 


c 


U 


t-H 






B 


0) 5 


o 






CXi r— » 




o 




0) 


o 


£ 


£ O 




o 


C 


u 


0) 








(U 


•H c 














^ to 











o 

(0 

1) CO r-1 

^: CO 

CO 

0 C 
w O (T3 

*-! <0 C 

a, o- o 

> O 00 u 
M 
H 

u 
< 



o 

o 
c 

CO 
iJ 
}^ 
o 



u 


c 


CO 


£ 






•H 


D 


•H 




fH 




fH 






fH 


o 


CO 


OJ 


• 


•H 


«H 


> 








«H 




iJ 


'co 




O 


1 
















(0 




fH 


O 


o 




0) 


a) 




CJ 


C 




CO 




(1) 


<U 






1) 




-0 














o 


c 






5 




•H 




(0 




(0 




O 






c 




O 


0) 




CO 


}^ 






o 


a) 

a 










CO 


CO 




f 






1 





J 




















<y 


















u 






(0 Q) 








p> 










c 






Q) > 








2 


u 














x: CO 










CO 








(0 


1 




u x: 












'♦-4 






o 


c 












■ ^ 


0 


•H 




u 


o 


u 


o o 








'ci «y 










Cu 


u 


CO 


> u 








•H U 
















•H 








^ c 




u 






o 






00 CO 










C 


0) 






iJ 






OJ 




» 




>. u 


CO 


Ou 










CO 


O 








£ 0) 




:< 


u 


tH 






10 


U 7) 






M 








o 




•H 


7) 




•iH 








(0 U-l 


0' 




9- 


O 






x: 








2; 


(U -H 


(U 


7) 




CJ 


'35 


•H 


CJ 


<u 






32 


o 


V4 




•H 








a 








a 


D 


a r 




•\ 


O CO 




CO 


CO ^ 








= >> 




>. 


CO 


CO 


•H 0) 






CO 




! 


c 


D 


o CO 


U 


x> 


iJ CJ 




iJ 


(U 








CO 




.H O 




o 


X c 


JO 


o 


0) ^ 




J 


50 




9* ^ 


CO 


•'-) 


^ 0) 


}»l 


2 


x» a. 










s CO 






0) •(-! 






o 




! 


CO 


0 ^ 


£ 


<U D 




u 




iJ 




O 0) 






•H 10 








o 








CO cu 






C 


T3 CO 


U 


tH 


c c 


3 


c 


»H 








CO 


O 


C ^ 


CO 




H K 




o 


CO <D 




i! 








CO 00 


•H 


c 


(U 


D 










'>/> 




(U 




fH 


o 




iJ 




J-l 


•H 


i 


cr o 


CJ 


CO «H 






u ^ 


to 




CO X 








CJ 


c 


0) o 


CO 


u « 


^ o 












C (1) 


0) 


00 o 


CO 


CO C 


0) o 




r-4 • 






1 






D 


0) ^ 


:0 


u o 




Tj 


CO 


CO O 


C 






•H 


fH 


fH O 


fH 


Q) -H 


CO t) 


CO 


•H D 


u u 


(U 










fH CO 


U 


•O CO 


CO fO 


a 






s 

£ 


i 




O 


C 


O 




•H CO 


D 




c o 


1 B 






c O 


•H 


CJ X 




CO -H 


CJ ^ 
00 




OJ CO 




O 


1 




0) x: 




00 


> 


c a 


> 




D ^ 


CJ 






D- CJ 


c 


O -H 


CO 


O 13 


•H -H 


CO 


•H U 


u o 


Q) 






O CO 


CO 






a CO 


a .c 




U4 CO 


C/2 m 


U 



> 
M 
H 
U 
<J 

CO 
M 

H 

£ 

o 

I 

8 




PUPIL RECOMMEND ATION FORM 



Would you check in the appropriate places the items as they apply lo the 
student. This information is used for college registration and recommenda- 
tions to employers. 



LasL Name First Name 




Class 






ExcellenL 


Good 


Fair 


Poor 


Re I Labi ii ty 




1 

1 






Social Skills 




! 
1 
i 







KesperL lor AuLhority 




t 




Initiative 




Cooperation 








Willingness to Follow Instructions 










Ability Lo Get Along with Others 










Leadership 










Honesty 










1 










Attendance j 
GENER^\L RATING | 











Ple ase Add additional specific information of benefit to employer or 
<:o liege admissions office: 



ERIC 



Signed 



i)^Jte Position 



To the Student: ?'lpn«;e aok the person recommending you to return this 
direct iy to Lhe Guidance Office, 
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NEEDS I'lLLKD BY RECREATION 

i*hvs iK .\\ - 

exercise 
coordination 
manual ski Us 
strength 

ri-ILc-l i)t LtMi.sion ol muscios 
Social - 

learning tolerance, give and take, compromise, load 
working in groups develops trust, likes, acceptance 

i'ractical - 
exper ience 
know Ledge 
skii] 

rindin>; career interests 
lu' Lp make decisions 
teaching resourcefulness 

Mental and Emotional Needs - 
creative drive 
aggressive drive 

(^i>mj)ens.j L ion - 

ill i r) wh i eh he can excel 
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A P P E iJ D I X A 



Guideline for an Individual 
Research Study of an Occupation 



ERIC 



157 



STUOY OF A CAREER 




Research and Planning Outline Form 



I. N/\>U': OF TliK CAi<EL:R OR CAi^LR FlDLi) 

A. Ts there a DOT number for tnis career? 

B. Otner names often used for this career? 

C. Reasons for seiectinR this piirlicular career to study, 
II, IlfSToiNV OK TliK CARl'.LR 



III. PEOPLE IN THIS CAREER 

A. Approximately how many people are now employed in this career 
field? 

B. Briefly discuss current employment trends relating to this career. 



C. Where are jobs related to tiiis career most oi ten found? Wiiy? 



IV. DUTIES OF THIS CAREER 
A. General duties 



B. Spe<:ific duties 

C. Hours of work ordinarily required 
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Is thore cUiytajng unusual <ibout ciw numbe r m hours or i:aL, /o of 
Lho work scueduLe which might relaCe Lo tnis ]<*b fiold? (Seasonal 
f iucLuacions , days, iii^jhts, split shiits, oic.) 



QUALir [CATIONS OF WORKERS IN THIS FIELD: 

A. Sex 

I^- Age 

C. lioalLh iind physical 



D. Personality 

E. Experience 



F. Aptitudes 



G. Education (general level and type required) 



H. Other 



I. What are the most common methods of entry into this career? 



Which one would you choose? 



Why? 



EDUCATIONAL PLANNING 
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Jcvelop .1 coiu^^'u-tw" :!ii',h school pro^'^ram ih.tt vvouid l)e ! lic b.: l 
prepnraLion for tlus career, lor entry iiUo a pos L-suc«oiiaar> schoo 
if one Lb necessary for this career. 



Are posi-socondary vocational-Lechnical schools involved in the 
preparation for this career. Give specitic examples 



If you decide to attend a pos L-secondary school, what entrance 
reqairements might you expect? What courses would you expect to 
take? What is the Length of training? Cost of training? 



Briefly describe any armed forces training opportunities that may 
relate to this career. 



Is a college or university education required? If it is, consider 
the following; important factors: 

1. Length of college course 

2. Specialized courses required for graduation or certification. 

J. ApproximaLe cobt per year (on-caiupus or (^ff- campus) 

4. What are the scholarships, loans or grants tnat you could apply 
for to iielp with the cost of this training? 
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r OLiicL' Training (Discuss) 

1. Is this an apprenticeablo program? 

2. Company LrnLnuig program 



3* On-tlie-job training 

VI i. RKLATI-l) I-TI'LDS 

A. List and briefly describe several career fields reU-ted Lo the one 
you have chosen to explore. (Refer to occupational cluster posters.) 



B. List other careers that could effectively utilize the training 
and experience. 



VIII. FINDING A JOB IN THIS CAREER FIELD 

A. Legal requirements for entry into this field 

B. Public and/or private employment agencies that might be helpful 
in securing a job in this field 



i.. Newspaper ads (alLacii Lo separate sheet :.everal ads pertaining Lo 
this career) 
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Briefly describe the manner in which you wouid aboi:C nvufng 
a direct application for a first job in crus field 



List four local firms where employment in this career ^ield could 
be found 



K. ir you wore u, iiMkc application for this joh, whom wouui von uso 
lor Lvcommendutions? List three persons, (refer Lo appendix A; 
Letter of application) 



G. Write a sample letter of application for tuis tvpe of position on 
a separate sheet of paper and attach. 

EARNINGS 

A. How much -an you expect to make from this career? 

1. Beginninft salary? 

2. Average salary? 



K HxceptionaJ saJ ary' 



What expenses might you have to meet in following this career? 



THE NATURE OF THE JOB 

A. List some benefits other than salary that you would expect to 
gain from this career 



B. What hazards can you anticipate in this job field? 



C. What organi2ations can you be expected to join? 



0. l^iat demands would this career place on a family? 



XI. CAREER ADVANCEMENT 

A. \^hat are the chances for advavicement in this field? 



B. Would advancement require additional training? Explain 



C, Would advancement require additional duties? Explain 



D. Could advancement require moving to another location? Explain 



E. Is there a need for -continuing education to hold this position? 
lixpiain 



XII. ARRANGE AN LNTERVIEW with someone employed in this career field* Ask 

this resource person the same questions you have been exploring in this 
project and any additional questions you may have. Write a summary of 
this interview. 

Xill. AFTER STUDYING THIS CAREER in depth, state why you would or would not 
be interested in making this your own career objective, 
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A P P E ij D I X B 



Personal Data Sheet 
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Pi-RSONAL DATA SHEET 



.N'AiME: JoUu Baker 

.'\DDRESS: 319 Oak St., 3ismarck, ND 58640 
TELEPHONE: 255-3240 
M/\RIT/\L STATUS: Single 



AGE: 19 
HEIGHT: 5' 11" 
WEIGHT: 160 



EDUCATION: Elementary School: Cunningham School; graduated 1S65 
High School: Roosevelt High School; graduated 1969 
Commercial course with general * usiness major 
Electives included business procedures and bookkeeping 

Pl^/VlOUS EMPL0Y^ENT: Clerk, National Insurance Co., 145 N. LaSalle 

Centerville, 
June 1969 to present 
Clerk, Check-Clenring Dept., ::tate Bank, 
917 Dearborn St., Centerville, 
June - September 1968 
Supervisor: Mr. H. C. Smith 



SCHOOL ACTIVITIES: 
PRESENT INTERESTS: 



Business Club, football team, Student Council 
Photography, camping, record collecting 



REFERENCES: Mr. T. R. Preston 
Section Manager 
National Insurance Co. 
14 S N. LaSalle St. 
Centerville, 111. 622^^1 
DEarborn 2-9820 



Mr. ... E. Fisher 

Accounting Instructor, Roosevelt High School 
2034 E. Main St. 
Centerville, 111. 62201 
NAtional 8-6880 



Mr. I\ A. Johnson 
4839 SouLli Boulevard 
Centerville, 111. 62201 
.\Lpiao 1-4906 
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APPENDIX C 



Occupational Clusters for English 
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DIAGRA MS FOR b \rLC*K : NO 'JPATIDN'; 

reulted to snrooi. si hjects 

f'.e ^liagrau;^ on t ae fo. lowing p i^^i's art' designed to as.sist studenis who 
tt** mde.ifed ah »ui a ^pevitlo ocv iipat. ion , l\tl have interest in one of the 
'^<i' »i subjett areas. Ka^'h o^.tupation *f js hren coded ai wording to tne Dictionary 

: 0 v.upiLionai "itios for easy ref er f.-n* . Students who desire to obtain 
additional intormation a^ou{ a ^ertau. o^tuparion can refer to the profesBlonal 
.♦lie by the Di^ t K>nary oi CKicupaLion.i I i'].tlt\s code number. 

The i.i^ tiv>u<iry ot Oc^ upat ion.i] Tiiies is a United Statefl Department of 
I ,ihv>r publlration, and consists of rive points: 

(1) The occupational titie, 

(2) Che induacry aesignation or work activity with which 
the occupation is identified, 

(J) cJassif ication by code number, 

alternate titles, and 

(5) a brief description of the duties of the occupation. 

^- a/ail.ibie from the Superintendent of Documents, U. S. 
t.ovtM'nrrent Printing Office, Washington, D, i; , 

Hie above refers to t-h D.O.T. (Dictionary of Occupational Titles) 1965 
Third P:dltLon, Volunwit. i 11. 

Su>;K^^^iQ»: iiagiams , an be ased on buJ let in bo ards or for class 

disc ass ions . (Wti would be interested to knew how your school uses this 
infurmatioa, particularly if the methods are different froir. those listed above.) 



Mail Order Form to: D.O.T. ORDE R FORM (All orders are prepaid ) 

Superintendent of Documents, ^^overnment Printing Office, Washington D. C. 20402 

EncJosed find $ (check or *Boney order) 

Please senti mt- _ Volume I - Definitions of Titles - at "^5.00 each 

Pli'ase ^.md Voiuiue li - Occupational Classification - at $6,25 each 

. , _ . , School 

Sirt-^ef Acidi4»ss 

I'itv, State anc /IP Code 
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hOMi: OCCLPATiONS KKm'Li) TO IXTlRKST AND ABII.ITY IK 
blSiNLSS TR.\LN LWG A.\D DlSTRLBU'i IVi- lDUCATION 




SOME OCCUPATIONS RELATEP TO INri-HFST ANP AHTl ITY TN FNTLlS-ii 




YMCA 
|Secretary 
I 201.368 
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Letter To Resource Person 



Dear 

My students are studying 

We would like to have some first hand knowledge about this area. We are 
very interested in the work that you do at yeur job. Below are listed 
some areas that we would like to have included in your talk to the class. 

1. Title of job 

2 . Dut ies 

3. Training or preparation required. 

4. Approximate starting salary ~ salary after ten years (average). 

5. Have you been doing this same type of work all of your working life. 

6. Demand for such a job. 

7. Supply of workers for this occupation. 

8. Physical characteristics needed. 

9. Social characteristics needed. 

10. Do you work alone or with others. 

11. Do you need to get along and cooperate with other workers. 

12. What school courses helped a great deal in preparing you for this work? 

13. How do you feel after a days work? Why? 

14. Why do you work? 

15. Do you like this job? 

16. What are the good and bad points about it? 

17. How and where training can be obtained. 

18. Leave plenty of time for questions. 

Listed below is some information you may find useful. 

Subject area 
Number of students 

Description of facilities and equipment available 



Thank you very much for consenting to spend some time with our class. 
Sincerely yours, 



Teacher 
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Follow - up of Resource Person 



Discuss things they learned from visit (what do they know now 
about this job that they did not know in the past). 



Discuss : 

a. What are the employment opportunities for these workers? 

b. Would you like this type of work? 

c. What characteristics do you have that would be valuable in 
this work? 

d. What '■•ust you improve on if you were to go into this line 
of work? 

e. What requirements (educational, physical, etc.) are necessary 
for this work? 

f. What geographical factors, if any, determine the location of 
this type of work? 
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ON 



RESOURCE PEOPLE GUIDELINES 



Preparation: 

1. Make the initial contact. 

2. Teacher should obtain background information on person so she can 
make the introduction. 

3. Provide information to the speaker describing the type and number 
of students, the program, facilities and equipment you can provide, 
things to cover, etc. (letter for this purpose attached) 

4. Cover the area concerning the resource person before he or she comes 
to the classroom. 

5. Give students some general knowledge of this person's field. 

6. Talk about questions that they wish to have answered. (general) 
Have these organized so that all questions can be asked without 
repe tition. 

7. If question period lags the teacher should ask questions to bring 
out thingd that haven't been covered thus far. 

8. Have the resource person ask students "What do you think I do?" 
before he begins his presentation. 

9. Follow - up of field trip for evaluation purposes. 
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APPENDIX E 



Guideline For Field Trips 
For Career Education 
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Guideline for Field Trips for Career Developme 
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A. Teacher-Pupil Planning 

1. Plan type of trip. 

2. Are students interested in going on field trip? 

3. Is trip justifiable? (Can classroom provide same learning?) 

4. Reason for taking trip: 

a. Develop awareness of different workers 

b. Helping them observe working conditions 

c. Awareness of inte'rdependence of workers 

B. Teacher Preparation 

1. Permission from principal 

2. Plans for transportation 

3. Permission slips 

Develop form-sheet for the tour of business place 

4. Contact business tour establishment 

a. Permission to come and definite date and time 

b. Provide information for business place bexng toured 

1) Number of students 

2) Age, grade level, etc. 

3) l^^hat material covered by students previously 

4) Questions students might ask 

5) Safety measures to be observed 

6) Questions workers might ask 

c. Secure any information or materials from business for 

students to review before going on trip 

C. Pupii Preparation 

1. Watch for: 

a. Working conditions 

b. Duties of workers 

c. Clothes they wear - appropriate 

d. Number of workers 

e. Safety 

f . Do workers enjoy the kind of work they are doing 

2. Special instructions 

a. Appropriate clothing 

b. Conduct on tout 

c. Safety practices 

d. Courtesy throughout tour 

e. Departure time 

i). I-'ol Low - Up 

1 . Did you enjoy the trip? 

2. V/ouId you recommend the trip Cor others? Why? Why not? 

3 . We re all q ue s t i on s answe red ? 

4. Did you observe any kind of work you would enjoy doing? 

5. What did you learn on this trip that you didn't learn in 

the classroom? 
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APPENDIX F 



Addresses for Suppliers 
of Resource Material 



179 



AJDRKSS OF SUPPLIERS OF RESOURCE MATERIALS 



At J do my F i Ims 

748 Woht Seward ht' . 

iioliywoud, Ldlii . 900Jb 

A] lyn ^ Bacon inc. 
Coiiege Division 
Rock Leigh, NJ 0764 7 



American Book Company 
300 Pike Street 
Cincinnati , Ohio 45202 



Ameruan (aiidance Service 

Publisher^ lUd^;. 

Circle Pines, Minn. 44014 



Associalion-Ster ling Films 
512 Burlington Ave. 
LaGtange, IL. 60525 



Association Films 
660 Madison Ave. 
New York, NY 10022 



BFA (Bailey-Fiim Assoc.) 
2211 Michigan Ave. 
Santa Monica, CA 90404 



Benefic Press 

10300 W. Roosevelt Rd. 

Westchester, IL 60153 



Bobbs Merrill 
4300 W. 62nQ St. 
Indianapolis, Ird. 46268 



Careers, Inc. 
P. 0. Box 135 
-La-r-gu, Florida 33540 



Childrens Press 

122^* W. Van Buren St. 

Chicago, IL i0007 
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The Child's World, Inc. 
515 N. Front St. , Box 711 
Mankato, Minn. 56001 

Chilton Book 'lo. 
-.jl Walnul St. 
Philadelphia, PA 19106 



Churchill Films 

662 N. Robertson Blvd. 

Los Angeles, Calif. 90069 



David C, Cook Pub. Co. 
Elgin, 

Illinois 60120 



Communico 

1735 Administration Dr. 
St. Louis, MO 63141 



Coronet Films 
Coronet Building 
65 E. South Wate-- St. 
Chicago, IL 60601 

Ccward-McCann, Inc. 
200 Madison Ave. 
New York, NY 10016 



Crowe 1^ , Thomas Y. 
201 Park Ave. S. 
New York, NY 10003 



Denoyer-Geppert 
5235 Ravenswood Ave. 
Chicago, IL 60640 



Developmental Learning Corp. 
3505 N. Ashland Ave. 
Chicago, IL 60657 



Dillon Press 

108 Washington Ave. N. 

Minneapolis, MN 55401 



i.v.acvt L Lo.uii Film Division 
^vM* : ;>si^iu vis La Ave. 
i .1.1^ , I i I . 9 i jOj 

.Jut.u, Mt-ad <s Company 
.V Madison Ave. 
.\fw Vork, .\Y 1001b 

Doubicday dompany 
jOi Franklin Avt*. 
daruen City, NY 11330 



Florida Development Commission 
Film Library 
Collins Bldg. 
Tallahdsee, Florida 

Follett Educational Corp, 
Customer Service Center 
Box 5705 

Chicago, XL 60680 

Ford Market, Inc. 

63 St. Anthony Blvd. N. E. 

Minneapolis, MN 55421 



^-^^-^'^^^^^ Gel-Stenn 
kSee Denoyer- 911-913 S. Hill St. 

^'^'\>y^'^'^) Los Angeles, Calif. 90015 



Lducjiors i*rugre,ss Service, Inc. Ginn & Company 

Jl^-JiA Ccr.Lor Si. Staler Building 

Kand(»lph, Wist. 53956 125 Second Ave. 

Boston, Mass. 02154 

educational Progress Corp. Grove Press 

8338 L. 41sL St. 80 University PI. 

TuJsa, OK 74145 New York, NY 10003 



Encyclopaedia Brittanica 
Preview/Rental Library 
1822 Pickw.ck Ave. 
Glenviow, iL b0025 



Guidance Associates 
41 Washington Ave. 
Pleasantville, NY 10570 



i.ye ciate House 
14()-01 Arclier St. 
damaica, NY 11435 



E. M. Hale & Co. , Inc. 
1201 S. Hastings Way 
Eau Claire, WI 54701 



Fearon Publishers, inc. 

21()5 Park Blvd. 

Palo A] to, Calit . 94306 



Harper & Row Publishers 
Keystone Industrial Park 
Scranton, PA 18512 



I- iinisLr ip House 
432 Park Ave. S. 
New York, NY 10016 



Harvey House, Inc. 
5 S. Buckhout St. 
New York, NY 10533 



Filmstrip ot tiie Month 
Popular Scijnce Pub. Co. 
355 Lexington Ave. 
New York, NY 10017 

Finiie\ Compaiiy 
)>5() Goriuim Ave. 
MiniuMjM)] is, MN. !)5426 



Hawthorne Book, Inc. 

70 Fifth Ave. 

New York, NY 10011 



Highlights for Children 
2300 W. Fifth Ave. 
Columbus, on 43216 
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Macrae-Smith Co. 
225 S. i3ch St. 
Philadeiphui, VA 19102 



. '( ".^ ! I ! 1 1) Co. 
" ' . civ I .J Aw- . 



McGraw-hill tiook Co. 
330 W. 42nd St. 
New York, NY 10036 



.:./o I i.i \ II 1 jn Co., 
♦0^ .->. r{.>riti.i Avr. 
i'^*^ i 5ju: , I tor ida 3 i^{0 3 



Melmont Publisiiers 
(See Childrens Press) 



a : I ' i 1 h) Sv-ii:,j.s ^ Service 

v). iM>\ 12 31 
; : iwaukof , Wi Si . ';320 1 



Milton Bradley Aide 
74 Park St. 

Springfield Mass. 01102 



ni ^ t r t o ('orp . 
i 1 i » 

I'ean.sv ' vani-i 19 301 



Modern Talking Picture Serv'^e 
9129 Lyndale Ave. S. 
Minneapolis, MN 55420 



i.tn. iianoy 

27Hi t.. CxaukI Blvd. 

i>ei I . It, Mil h igan ^821 i 



National Dairy Council 
111 North Canal St. 
Chicago, iL 60606 



A ii I {•'.: A M)opi , i nc , 
>U 1 Ma.iisoi) Ave. 
New Vor*v » NY 10022 



National Forum Foundation 

(See A^Ticrican Guidance Service) 



i,a;ciiaw lirotlic-r^ 
i'iuiteher ^ Madison 
Kiver Forest, IL 60305 



National Gallery of \rt 
Extension Service 
Washington, DC 



Little »irown £. Co. 
34 Beacon St., 
Boston. b\A 02106 



Net Film Service 
Indiana University 
Bloomington, IN 47405 



" ; lm,s 1 1 hcTv 1 i"e 
/ )(J ) j a I nuount Avf . 
' ' i.'er r i tt) » Ca I 1 1 . 



F. A. (>wen^. Publishing Co. 
Dansvi 1 lo. 
New York 



io3 Market . 
.)an Diegi>» Calu . 92 jJi 



Oxtord Book Co. 
J87 Park Ave. S. 
New York, NY 10016 
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Shell Film Library 

Ai>0 N. Mericlian St. 

Ind i anapo 1 , Inci , A620A 



Silver iSurdi-LL Company 
A60 S. N. W. Highway 
Park Ridge, iL 60068 



J\«ivi I iU F 1 i I iS 

..ew Yiuk, :.Y 100 Jo 



Society for Visual Education 
1345 Diversey Parkway 
Chicago, IL 60614 



\andc>:r. tiouso 

.:«JI L.a.s , >OLh SL. 

Acw Yvirk, :.V 10022 



Steck-Vaughn Co. 
Box 2028 

Austin, Texas 78767 



ivit'ii.'iid ADseii i*resb 
29 L . 2L^>l St. 
:.cw York, NY 10010 



Sterling Publishing Co., Inc. 
419 Park Ave. S. 
New York, NY 10016 



Rider College 

Public Lntornialion Unit 

Irc-ntoi:, 08602 



Taylor Publishing Co. 
Box 39 7 

Dallas, Texas 75221 



SciiulasLic Book Service 

2931 L. rk-Carty St. 

J en er sun City, MO 65101 



Texaco Inc. 
Mr. Smithwick 
1570 Grant St. 
Denver, Colo. 



^>ciiolastic Magazine, Inc. 

(Weekly Reader) 
902 by Ivan Ave. 
Knglowoud Cliffs, XJ 07632 



Thompkins Films 
Box 46611 

Los Angeles, Calif. 90046 



Science Research Assoc. 
259 L. Lrie St. 
Chicago, iL 60611 



Trend Enterprises 
Wliite Bear Lake, 
Minnesota 



Scolt, Korcsinan u Co. 
3145 iMeJ;»onL Rd., N. L. 
Clenview, IL 6002 S 



U. S. Government Printing Office 
Superintendent of Documents 
Washington, DC 20402 



Sextant systems 
(See information Systems 
i« Services) 



U. S. Dept. of Labor 
240 iNew Federal Bldg. 
653 Second Ave. N. 
Fargo, ND 58102 
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J i I i .t St . N. A. 



J. vic^ion wUch, i'tibiisher 
iiux 10 7!) 

Portlat^d, Maine 0-»i04 

I I ank lilt Vs.: I IS , i lu* . 
.>rw V(u k, ..Y 100 J J 

(Sfc i>riu)l.isiic Magazine) 



Westmiii.slt-r t'ross 
Wi ctierspvjon Bidg. 
Juniper & Wainut St. 
Philadelphia, PA 19107 

v\eston Woods 
Newtown Turnpike 
ACS ton, Conn. Ob 880 

isliitman, Albert 
')b() W. i.ake bt. 
Ciicago, IL 60606 



.loiui W i Ley & Sons 
60!^ ihird Ave. 
Nov YorK, NY 10016 



H. Wilson Corporation 
3,^5 West I aft Drive 
bouth hol land, IL 60473 
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